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ORGANIZATION 

Composition and functions of the BOARD OF TRUSTEp^S 

Alfred University' was incorporated by speci^al*act of the legislature 
of 'New Yorl^ State in March' 1857. This act provided that the Alfred 
University Corporation "shall have perpetual succession for the .pur- 
pose of promoting education by cultivating art, literature/ and 
science." It was further provided that the Corporation ';-ei=iHl 1 have 
.power to receive and hold property, real' and personal, ^e/kd to spll 
or- otherwise to' dispose of same for the objects" of thii Corporation'. 
The Corporation is, therefore, the entity which has legkl responsi- 
bility for the life of Alfred University. Copies of the Charter and 
the By-Laws of the Board of Trustees are on reserve in the library.' 

The Act of Incorporation further provided that the "estate, powers, 
and business of said Corporatiori , shall be vested in, and controlled 
and managed, by a board of thirty- three trustees, allotted' into 
three equal classes, one class of which shall go out of office at 
each succeeding annual election" and that "eleven . . . shall con- 
stitute a quorum for the transaction of business". i 

It has come about in practice that the membership of the Corporation 
is identical \»ith that of the Board of Trustees. The president of ^ 
the University, the secretary and the assistant secretarv/6f the 
Board of Trustees, and the Vice Presider^>.4or business arffd Finance 
of the University are the president, s^retalry^ana ass/st^nt sec- 
retary, and treasurer of the Corpor^ion- The^ ^TmjJ^l /nee ting of the 
Corporation is held on the date of the annual meeti%/of the Board 
of Trustees, and the principal item of business has become that of 
the election of trustees. 

The Board of Trustees of Alfred University-, acting for the Corporation 
is the actual governing body of the University. Its powers are those 
outlined in the University Charter {as noted a^ove) and in the Educ- 
atibn Law of the State o.f New York. The Board "also exercises those 
powers with respect to STate University of New York College of 
Ceramics at Alfred University as are stateid ia the Education Law of 
the State of New York." 

The Board of Trustees has two regular meetings each year— the annual 
meeting and the fall meeting. Special meetings may be held when 
neededl The Board operates through its officers and the following 
standing committees: 



Elected 

Executive 
Investment 
D"feve lopment 



Appointed 



inance . ^ 

acuity /Curriculum 
Stbdent Affairs 



Ad-hoc committees are appointed from timef to time to deal with specia. 
problems. The Board of Trustees furpzrti^s between meetings through 
the Executive Committee which may "dtxercise all powers of the Board 
except that it shall not sell, grant\ lease, or mortgage . . . teny 
part of the University campus, nor slVall it grant any easement there- 
in unless specifically authorized in \idvance by the Board to do so. 




Subject to the provisions of the Education Law of the; state of New 
York, the Conunittee shall not authorize conferment of degrees nor re- 
move elected officers ^of the University from Office." The Executive 
Committee reports its proceedings at each regular meeting 6f the 
Board. • ' ' 



THE PRESIDENT 

The PrGside;;t of the University shall be elected by the Boar.d of 
Trustees, to serve at the pleasui;e the Board, He shall be directly 
responsible to the Board for his acts and shall mak^ a report and re- 
commendations to. the 'poard at its regular meetings. r\\e President 
shall be 'the principal educational officer of the University and 
shall generally direct: and supervise „its educational programs and 
activities. He shall be^the chie f executive of the University 
and shall manage its property and affairs with such 
delegation of authority as he may deem advisable.^ He shall he the 
official medium of communication between the faculties and the Board 
and between the students and the Board. fl^jsiiaJ^^ be t*he ;:eprbsenta- 
tive of the trustees and the faculties of the UnxVersity at aJ 1 Uni- 
versity convocations and on other public occasions. The President, 
or Chairman o.f the Board, shall sign all diplomas or certificates and 
he shall confer all authorized degrees. He shall b\i an ex-officio 
member of all trustee and faculty committees. The President, with 
the approval of the Executive Committee, shall appoint and promote: • 
officers -of administration, except the Treasurer, Provost and Vice- 
Presidents j meinbers of the faculties with the advice and assistance' 
of the appropriate faculty committees on tenure and promotion; and 
the academic deans. 

VICE PRESIDENTS 

The following Vice-Presidents may be elected by the Board of Trustees 
to serve at the pleasure of the Board. Their powers and duties shall 
be defined by the President of the University with the approval of. 
the Board, and they shall each be responsible to the President in the 
performance of their duties, viz: 

(a) Vice-President for Academic Affairs who may alsa> be tHe Provost. 

(b) Vice-President for Business and Finance who may also be the 
Treasurer of the Universi ty . 

(c) Vice-President f or ^Uni versi ty Relations. 

(d) Vice-President for Student Affairs. 

The Vice President for Academic Affairs 

Operates as the chief academic officer of the University. This posi- ' 
tion has line responsibi li ty^authori ty for the academic sector of the 
University. This is defined ^s those matters pertaining to the fa- 
-culty and the curriculum of the various colleges and schools of the 
Universi ty including the Library . Regis t rat ion and accredi tation of 
all programs by outside agencies is accomplished via the Vice Presi- 
dent for Academic Affairs. 
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In addition to the Deta;ns of the College, the' Directors of the Library, 
Computer Center, University Planning and the Registrar report to the 
Vice President for ACaden^ic Affairs. Such niatters as budget , xpromo- 
tion, tenure, appointment, reappointment, curricular changes, re- 
cruiting, etc. for the above divisions are within the scope of this 
position. 

While the Vice President for Academic Affairs is -a line position as 
described above, the , Provost ' s Office is a staff position — advisory 
to the President in all matters concerning the University. The Pro- 
vost has line authority-responsibility when the President delegates 
one or more of his functions. When the President is either off cam-^ 
' pus or incapacitated, then the Provx)St title serves to identify the 
senior Vice President who 'functions as the chief University officer. 



The Vice President for B u siness and Finance 

Operates as, the Chief. Business Officer of the IJni vers ity. He is re-' 
sponsible forvthe administration of the finafices, funds and business- 
affairs of thfe University. , * 

Specifically he is operationally' re^jdonsible for: 

University finances and funds, 
v University budg^et development and control. 
Developing business policies. 

Planning for and providincf. essential business services and 
facilities. 

Personnel policies non-academic personnel. 
Administration of benefits. 
Auxiliary services. 
Purchasing. 

University owned buildings and grounds. ' • 

The Vice President for University Relations 

Supervises management of several administrative departments. Such 
supervision includes: 

1. Co-ordination and review of the goals, continuing operation, and 
priorities of the administrative departments in the Division. 

2. Budget planning and control for each of the departments. 

3 . Personnel decisions within the division . 

The departments and a brief description of their operaticfhs are: ^ 

1. Development Office - Secures gifts and grants from private sources. 

2. Alumni Office - Provides communication between campus and^^lumni- 
individually and in groups. , 

3. Public Affairs Office - Co-ordinates news bureau -i-ctivities with 
University publlcatidns and off campus media. 

4. Cultural Programs r Planning and direction of campus cultural 
activities for the. academic year. 
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nissions Office - Admits ' all ,new students to the* Unive|:si ty . 

I 

6. Financial Aid Office' | . 

■ » ■ \ 

The Vice Presiden t for Student Affairs y ■ ' 
t 

lias administrative responsibility for the operation of: 

X 

The Health Center. • " 

The Counseling Service. 

The Placement Serv4ce. 

The Student Affairs Office. 

The Rogers Campus Center (except food service and the PUB) . 
The Resi'dence halls program and operation (except maintenance 

and repair) . 
The Intercollegiate and Recreational programs. 

This person reports to the President on all matters which concern and 
affect students. 

In addition to program administration and-jcontact work with faculty, 
students and staff, there are some specific job responsibi li ties .which 
are presently associated witli this position such as: 

f 

Fraternity Affairs. ' 
Monitoring the Student judicial System. 
Selective Ser'vice Registrar and Ac^iser. 
Foreign Student Adviser. 

Counselor for Rehabilitating students and those Visually ({andi- 
capped . 



CHAI 




2nd. 



3rd. 



4th. 



rgency arise <^uri/ig the absence of both the President of 
nd the Provostj, the following chain of command deter- 
cer of the fJnilversity is in charge. * 

4 ' ' 

That D>Ean of Liberal Arts, Ceramics, or Business AdmU^nistra-^ ^ 
tion wnb has been in the Dean's Office the gVea^er number 
of years. • ^ 

That Dean^f Liberal Arts, Ceramics, or Business Admini|>.^r ac- 
tion who has been in the Dean's Office the 2nd greatest \ 
number of years. ^ 

That Dean of Liberal Arts, Ceramics, or Business Administra- 
tion* who has been in the Dean's Office th^ lesser number 
of ye^rs . ^ ^ 
Qra'^duate Dean. . 



TME FACULTIES 



The faculty of each college and "school of tKe University shall consist 
of thev President , the Vice President for ^ademic Affairs, the Dean, 
officer^ of administration witji^academic /rank, ahd all members 'of the 
teaching staff, exclusive of/student ass/stants and those serving on 




1.2 



part-time or temporary appointments, ©th^f officers of administration 
may attend meetings of the faculty of each college Or school without^ 
t^e voting privilege^ Emeriti may attend faculty meetings without 

^ote . The Dean of each college or school shal'l be 'the . chairman of ^ hi's 
faculty„and sKalI\preside at all faculty raeetings.t. Under the direc- 
tion and >upervisibn of the Dean, the Vice President for Academic 
Affairs, and the President of the University an^ subject to the appro- 
val of the Board, each 'faculty shall have juri's4^ction over the educa- 
tional affairs pf its ow.n xro^lege or scBool. > \ 
■ •"■ . .■ ■'. . I 

'The 'UniveJTsity faculty shall-" oonsist of the President, t^hfe Vice Pres-, 
ideal:, for Academic Affairs , .the Deans of ..the colleges and schools, /• 
officjer^^ of administration wi^th. academic rank, librarians, and ^11/ 
hverabers of the teaching staff, exclusive of student assistants, an4 
those' serving on pyart\tinte or temporary^ appointments . Other off^c^rs 
of administratiJan may attend meetings of tlie faculty , without tWe''^ 
voting privii^ge(^ at the discretion of the" President. Emeriti m^y 
attend faculty m^tfiiags Without vote. ^The President shaU be the , 
chaixman of the Uikv^ersitV faculti^ and shall presid^ at all faculty 
roee/tings. Under the direction and supervision of the President 6 f 

"thl University and \ubject td ^e approval of the, Boa!W/ the.Univer- ^ 
sity faculty $hall hWve responsibility for the cgnduct of the educ- 
ational programs of Jthe 'Unive^rsity insofar as these involve matters 
of* concern* to'' all <:/lleges and sqhoolsft of the Univflfrsity. ^ , 
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COMPONENT EDUCATIONAL UNITS 



The component feducati^onal" units of the University are: H6rrick 
•Memorial Library; College of Liberal Artsi New York State College of 
Ceramics ; ^ School 'of Nursing; School^ of Pusiness,- Administration; and 
th^ Graduate School. . ^ . ' ' 

» , ■ 

HERRI CK MEMORIAL LIBRARY 

The Library is described in detail on page 7_1. , "v 

COLLEGE OF LIBERAL ARTS* 

The College of Liberal Arts plays a central role in the. University, 
'^tq.dents f^rom alj. 'of »the other units take their non-professional ' 
courses in the Liberal Arts College. 

•Thr; Liberal Arts College offers to its ^own students .the opportunity 
of studying the humanities, the natural sciences, ,the social sciences, 
mathematics, and the perfoiming arts; in either survey ox depth. 

COLLEGE OF CERAMICS ^ . 

The' College was ci;eated in 1^00 by an agt of thie New York State Legis- 
lature for the purpose of .advanCring t^he art and scieiT,pe of ceramics. 
It has maintained leadership^ in the. field of ceramics education since 
that time^ -The Coflege has since its beginning offered programs 
leading to the Bachelor's degree -fee ramie engineering, ceramic 
' s^ien-ce, and cercunic art . - Th% program leading to the B.S.in glass 
•was initiated in 19 32 as was the I^.F.A. degree in design. The first 
Master of Science degree was granted in 19 33 and the. firs't Eh.D. 
degree in 1958. * ^ 

Although receiving ^by far the greates't majorj^^ty of -its financial 
support from the State of New York, the College of Ceramics operates 
under the policies of. Alfred University. Students enrolled in the 
College participate fully in all areas of University life. Further, 
the facolty and 'staff of the College are repres*ented in the several 

facets of the University contmunji ty . 

^> , . ■ 

Students enrolled in the College of Ceramics register on* an equal 
"baBi's with other students for certain required 'and elective courses 

offered by the faculty of the College of Liberal Arts. Conversely, 
'students enrolled in the College of Liberal Ar'ts and the School of 

Nutsing are able to take courses offered by the faculty of the 

College of Ceramics. . " : ^ . 

SCHOOL OF NURSING . , 

The School of Nursing is an outgrowth of the Cadet Nurse Corps which 
started in 1943. A four-yfear baccalaureate program was beg^un in 
L946 , and the pre^ejj^ school with h Dean was established in 1953. 

The program is desrign^d serve both th^ new high school graduate 
and thi* Registered fiur^e who wants^to earn a baccalaureate degree 
for* personal and j)rofessional ^^idvajicement . • , 



.students' use ail library, laboratoir/, and classrpom jf^ciliti'es of the 
University. "They li\\e 'away from the campus 'during the. junior year, ' 
devoting this period \to clinical ej^perieace in s-elected health agen- 
cies in the urban areV- > ' 

Upon completion of %he^ p;:ogram, the'' graduate is awarded a B,. S ^ degree 
with major in nursing and is qualified tQ sit for. the State Lic- 
ensure exam .to become ^ registered nur-se. 

SCHOOL OF BUSINESS ADMINISTRATION " " - 

The School of Business Administration is a professional ^nit that, 
exists to prepare "Students for successful careers as managers and 
administrators in both private business -and governmental grganiza- 
tions. To provide the necessary prepara.tion, basic courses ^re offered 
in^all th"te basic business disciplines.' To allow specialization ad- 
vanced courses are offered in all areab. Professional preparat^Pbn is 
also enhanced.,.by the r^i.quirement of ^ sub-.major. Th^ whole program 
is built on a liberal arts base, which constitutes most of the fresh- 
man and sophomo^re years. 

THE GRADUATE SCHOOL ' ^, - . • ^ ' 

^ ' ' »- 

The Graduate School'^administers programs of advaitced study leading 60 
'the Ph.D. dn^Ce^ramic S'ciences ■ or.i^ngineering , and to the mast^er's 
degree in various. fieldB . ' " ^ . 

'he graduate faculty is not separately designated. Participation in 
graduate teaching is based on the interest of" the faculty member, 
s\ibject to the approval of his Chairman and the Graduate 'School "Dean , 
who review his qual^ifications. _ ^ 

COMPUTER SERVICE ' ^J^^' 

The Computing! Center in the McMahon Building serves both academic apd ^ 
a'dministrative^needs ^of the ifniversity. Computer facilities are'^*^ 
available for faculty and student academic and research uses, either 
through . jobs run at- the center, or from remote terminals. 

Administrative functions include class scheduling, grade reporting, 
stude&t billing,, exam scoring, and numerous reports and lists. Be- 
ginnii% with students wh6 entered in September, 1970 , a complete aca- 
demic %ecord is being accumulated on computer files, and should soon 
be ver4 helpful in assisting advisers. " , ' 

Present equipment consists of^a Xerox Data^ Systems ^ig^a 5 computer, 
with card reader, card punch, line printer, disk driven, magnetic 
tape, and continuous plottei?. Eight teletype terminals are located 
in yai^io'^-is buildings throughout the campus", providing easy aCcess to 
the computer. ^ <« , „ ■' 

THE DEANS * . < > 

■^ Director of Herripk Memorial Libifary 

The Library Director is the chief adminis,trative officer of the Uni- 
versity Library^nd, as such, reports to the Vice President for 
Academic PiftaJj^.- The Director /■ with the cooperation of the faculty 
and staff, i^presponsible for all functions and services (including 
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personnel) of the I.ibrary 'and for interpreting these to the apademic 
community. The Director a^lso works with the University Library. 
Committee. ^ ^ 

Dean of the CoXlego of, Liberal Arts 

Dean of the Col lege of Ceramic s ■ ' • ^ 

Dean of the School of Nursing ' * 

Dean of the Sw^ of Business Adminis.tra tion 

Dean of the Gjraduatc School ' 

'The Dean of each collc^S* is the chio*f administrative ;of ficef" of the 
College. As such, he- is responsible f9r superivising staffing and 
recruitment for the faculty of the coJ.legc and j^suporvising the budget 
of the various academic departments or divisions. He must adminisjtfer 
the academic pplicies set by t;he faculty of the college and as the ' 
chief academic officer should monitor student academic per f ormanc^e ' r 
and other matters pertaining to the relations of students with the 

^college. ni,s position of. leadership in the college requires that he 
set tjie tone and direction of the*-cc^lege by establisl:)ing budgetary 

' emphasis and personnel policies with, "the adVi-ee-o.f .jiils^cp^llaagues 
within the college. ^ . - 

The Deans ^re responsible to the Vice President for Ac-ademic A'f fairs 
fjjr th^ organization and operation of their Sct^ool or College. . 

The Deans are responsible for exercising" stt'ong leadership in curri- 
culum deyeLppment and to ensure that' the program required of students 
is academically and professionally sound. . . 

The Dean of the Graduate School is responsible foi> graduate programs 
and; grH5idua,t?e study. Academic standards, policies and programs ajre' 
formulated by"*the Operating Committees of the Graduate Council, and 
the Dean is t^heri" responsible for their admi^nis trat^on . 'His office 
processes graduate admission and monitors student progress. 

FACULTY IlESPOrJSlBlLITlES' ... ^ ' ^. 

Faculty members are expacted to carry a teaching load of approximately 
three courses per semester, to 3.erve as advisers to an assigne(J number 
of students, to serve on ma jor , f atiu Ity committees, and to at.tend 
meeti'ngs of" the faculty of their division and the University. They, 
are expected to attend Commencement ih acadeTnic regaiia. 

" ^ ^ ■ Teaching "Load , ,^ 

l.» Teaching Loads Course plan* .( . . 

iLffective 1972-3, the normal teaching load will be, regarded as 
three courses per semester (under the course unijt system) and the 
following student couirse registrations* Variations of the standard 
teachincj load may exist within a department or .division , but the 
a verage load per department or division is to be-in accordance with 
. .s the follcK^ing: 



^Reductions in teaching load for- Department/Division Chairmen are 
contained in the Provisions of Appointment for Department Chairmen. 



• f^^ . student Credit Resulting 

ynit s Registrations Hours Eguiv. Avg. CI. Size 

.Liberal Arts 75 ' °' 500 ' 2 5 

Bus . Adm. ' 75 300 . 25 

Ceramics n 6 0 ^ 2 40 ' ^20 

Nursing 40 • 160 14 

2 Allenterm Responsibility . • 

Ip addition, each faculty member is responsible for three out of., 
« four Allenterms. 

3. Independent Study » 

An indepen(^ent study is defined as a learning situation in which 
one faculty member tends to deal with one, two, or three students 
each of whom may be engaged in a different research project. 
Supervision of .some independent study work (up to three students 
for full courses, or the equivalent) is considered to be normal 
faculty activity. With the specific approval of the Dean, one- 
half course reduction may be granted for four to six students 
(full, course equivalents). No additional reductions will be 
granted for loads of more tHan six students and faculty members 
should be discouraged from attemjiting more. The department or 
division chairman will .make the assignment of released time , for " 
o independent, studies. ^ k ' ' 

4. "Sejf-Education" Courses (in manner of Dr. Martin's pilot course) 

^ Even though a course taught with a -"self-education" technique re- 
'V quires minimal supervision, such* coirrse will count as one of the 
\ three required courses, and th^ student regristratibn of such course 
''will count toward the 75 (or whatever) required student regis tra- f 
^ions. This formula is the best way of encouraging "^e^lf -education" 
t^^pe courses. It is obviously to the professor's benefit to teach 
a cJourse this way — . it lightens his real load, .^nd boosts his 
student registration count. * 

5. Thesisx Supervision and Graduate Teacnihg 

Thesis sxipervision/ iSc. an important part of graduate ^^ograms and 
some undergraduate^progrcuns . , At the graduate leve 1 , supervision 
of one and one-half if ull 'courses br equivalent will rjesultT'in one- 
half course reduction in load. (At the undergraduatei level, 
supervision of three courses or equivalent will result in one-half 
course reduction in load. ) 

Graduate courses are calculated in the Seune way as undergraduates 
courses in the faculty member* s teaching load. 

6 Team Teaching ^ 

Each faculty team engaged in team tearching will receive credit for 
1 h courses for each full course under the course unit system, with 
the following provisos: ia) Not more than three .faculty members 
will be engaged in any given team teaching project; (b) All team 
members will attend all class meetings; (c) No instructor will be 
engaged in more thaui^one team project per semester; (d) Courses 



taught by teamp will be interdisciplinary, in nature. The faculty 
team will have the responsibility for assign4phg appropriate teach- 
ing credit within the policy framework stipulated ai^bve . 

7. ^ Track II 

Participation in the Track II program involves some commitment by 
the faj^ulty member beyond the usual activities.^ However, recog- 
nizing that Track II advising will inevitably .Jae' more time consum- 
ing, the following allocation will be tentatively followed: 

1) Advisory Boards 

fi^st three, == no load reduction 
4-6 half course 'reduction . ' 

y,'^ faculty' are limited to not more^than ^ boards. 

■ * ' . V " i/ ■■ 

21 Chairmanship of^'Tldv^sCry BoardB* shoui^d'be "'taken into considera- 
tion by the Departmeri't-^o^, Dlvis ion ch.4irjRran . in assigning fa'culty\ 
loads . y p\ 

8. Program needs may^ supersede the studehl ' c^<?urse registration method 
of calculation (e.,g* a program may r^^ir^ a faculty position even 
though it does not average 300 s tuden;^^_'credi t hours). (However, 
another option mijijht be to eliminate .the program. ) 

9. Laboratories ; The usual two for One arrangement will continue for 
Iciboratory and other similar courses (^.g. foux^ contact hours ~ 
one-half course)/. ^ j "'^^^ • 

-N.; - f 

10. New preparations ; With the approval of the Dean, two or more new 
full courses in a semester may result in a half course . reaqc tion 

that semester. May also apply, to new preparations in t^'ain 
courses . * ^ ^ 



L.A. Curriculum Committee — Spring 1972, Spring 1973 

Deans Council — Spring 1972 „ ' 

Board of Trustees General Policy Statement — March 30, 1972 
President Miles — May 2 3, 19 72 \ 
Effective September 1972 '< 
Revised August 1973 

\ 

In their capacity as advisers., faculty should be aware 
of the following services to assist students :\ 

' .a \ 

UNIVERSITY COUNSELING SERV^ICES ^ 

University counselors are available to/ assist studfents to better 
understand and to use more wisely thei/r educational , vocational, and 
personal potentialities as well as ofjportunities which they have, or 
can develop. Psychological testing is sometimes employed to determine 
the students* long termed interests and abilities and their probable ^ 
bearing on future personal and vocational planning. Counseling ses- 
sioas may be scheduled for the student to assist him in the clarifi- 
cation of his goals, greater self direction, and the achievement of a 
more" effective adjustment to himself ancji 9thers. 

10 
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Faculty can refer students to the University Counseling Ser.vid^^i 
They should encourage the student to call Miss Doris Simpson (071-^ 
2187) and make an ^^pointment to meet with a counselor. Miss &jjnpson 
'is the secretary to the Director of Counseling, Services as well as 
Psychometrist, 

Psychometric instruments of a wide variety are avai?lable. These in- 
clude tests for discovering interests,, abilities, and aptitudes as 
well as personality inventories.. . ^hese tests are administered in 
the Counseling offices at 10 Park Street. These offices also have 
literature for the standard professional exams such as GRE , Law 

Boards, Medical and Dental Boards. This seryice is an . authorized 

agent of the Psychological Corporation and administers the Miller 
/^alogies Test routinely. It is also* a regional testing center for 
ETS. Orientation Week Testing and other campus-wide testing programs 
come under the aust)ices of this service. There is also an Occupa- 
tional-Informational Library for students to browse in so that they 
may get a clearer picture of the vaorious fields of work and the 
oppprbuni ties in these - fie Ids . 

' *■ , 

For jthose Who. are .emotionally distraught, short-term therapies are 
available by appointment through Miss Simpson even though the sessions 
are conducted in the Health Center, 

TESTING 

Several testing programs are in continuous operation on campus, e.g. 
Miller Analogies, some are scheduled at certain times on campus , e.g. 
Graduate Record Exam and New York State Placement Exams. Some testing 
programs are not administered on the campus, but information about 
them is available at the Counseling Center. 

PLACEMENT 

Alfred University offers^ a placement service for its students and 
alumni. The primary functionis of the Placement Office are to counsel 
students and alumni concerning full-time employment; and ^ tO/ arrange a 
schedule of visits to the campus by employing org^anizations to meet 
and exchange career information with students. The Office. in Allen 
Hall has a reading-^repeption room, a career-reference library, and 
several interview rooms • fpr student conferences with visiting person- ■ 
nel from school districts,, governmental agencies, business and 
industries. 
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ALFRED UNIVERSITY 
PROVISIONS OF FACULTY APPOINTMENT 



I ACADEMIC FREEDOM 

A. The \fa0ulty member is entitled to full freedom in research and 
in the publication of the results, subject to the adequate 
performance of his other academic duties; but research for 
pecuniary return must be approved by the ♦appropriate academic 
Dean. The faaulty mqmber who wishes to engage in consulting 
is expected to adhere to University policy, which permits up 
to one day of consulting per week. Any deviation ftom this 
policy must have the approval of the appropriate academic Dean. 
The faculty member is responsible for keeping the Dean informed 
of his consulting activities. 

B. The faqulty men^ber is entitled to freedom in *the cl.assroom in 
discussing his subject, but he shpuld avoid introducing into 

^♦his teaching, matter which haa^^fio relation to his subject. 

C. When a faculty member speaiks or writes as a citizen, he should 
be free from institutional ^cenbc^rsjii^^ discipline, but his 
special position in the eommuni ty^mposes special obligations. 
As a man of learning and as an edu^tor, he should remember 
that the public may judge his profes^on and his institution by 
his utterances, ^ence he should at all times strive to, be ac- 
curate, should exercise appropriate restraint, and should show 
respect for the opinion of others. When expressing^^pei^ponal • 
opinior), a faculty member should make it known that he is not 

a spokesman for Alfred University. 

II APPOINTMENT, REAPPOINTMENT AND RESIGNATION 

A. Initi,al appointments to positions with ■'academic rank shall 
normally be made for a period of one (academic) year. ' 

' B. Reappointments to positions with academic rank shall normally 
be made on an annual basis until the termination of appoint- 
ments or the conferment of tenure status. 

C. An initial facility appointment does not lead automatically to 
tenure; this status is achieved only after careful evaluation 
during the probationary period. Where appropriate, an initial 
appointment may be designated as "temporary" - i.e., not subr 
ject to "renewal.. ^ . 

D; All members of the faculty, either with or without tenure 
V- status, whose appointments are not being terminated at the 'end 
of the current year, shall be notified of the 'terms of their 
employment for the., following year by February 15. 

E. All faculty members shall submit to the appropriate Dean 

written replies to offered employment by March L. Such replies, 
if favorable, shall be considered legally and morally binding^ 
I upon members- of fehe-^eti~lty and the University with the follow- 

ing exceptions: ■ 
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1, During the period between March ^^1 and May 15 a reversal ot 
decision on the part of a faculty member shall' receive sym- 
pathetic con^.ideration by the administrative officers of the 
University. 

2, After hay 15 a reversal of decision by a faculty member 
^hall be at the convenience of the University. Ethical 
standards advocated by national educational associations 
specify that a faculty member should not resign in order to 
accept employment elsewhere after May 15. 

f. It is desirable that *k member of _ the^ f acultyv noti fy the chair- 
man of his departement or the Dean of*^his college or school if 
he is negotiati-ng with another institution for an appointment. 

Ill TENURE AND PROMOTION ' - 

^ A. Principles r 

• .-V- 

1. Tenure is a continuous appoifitmfent to the institutional 
staff that may be granted to a faculty member who fulfills 
the probationary requirements defined in this statement. A 
faculty member on tenure Assumes a responsibility for ser- 
vice of contifiued high' quality and is entitled to consider 
his appointment permanent to the age of retirement. 

2fi In provisions regarding tenure and promotion, the term 

"faculty member" shall apply t<D ftill-time (salaried) person- 
nel with the academic rank of 'instructor of higher. 

3, The maximum probationary perioa^is six years. Each^ faculty* 
member who continues to be annually reappointed shall no 
later than February 15 of his sixth year on the faculty of 
Alfred University receive'^ notice from the Dean either that 
he will have tenure as of the beginning of his seventh year 
on the faculty, or that his seryicfes will terminate- at the 
end of the seventh y^ar. ^ ^ 

4, An Instructor who is granted tenure must simultaneously^ be 
promoted to Assistant Professor, 

5, Appointments made during an academic year prior to the"* be- 
ginning of the second semester shall be considered as hav- 
ing been made at the beginning of that academic year for 
the purpose of paragraphs 3 and 4 above. ^ 

6, Leaves of absence for non-tenured faculty shall count as 
part of the probationary period unless otherwise- stipulated 
in the le ave le t te r . <v 

7, In unusual cases early tenure may bie granted to a faculty 
'hember for extensive satisfactory prior service as a full- 
time faculty member at this or another institution. Early 
tenure may also be grauited to a faculty member for extensive 
satis factory^ prior service, in a hon-acddemic capacity di- 
rectly related to his Alfred Uhiversity assignment. Early 
tenure is here defined as the g rem ting of tenure prior to 
the end of the maximum six-year probationary period. 

14 
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8. Reappointments, promotions, sala^ increments tenure deci- 
sions, teirminations of appointments, and othet^ personnel 
decisions shall be made by the President after consultation 
with the Vice President for Academic Affairs, appropriate 
Dean, and the appropriate committee hereinafter designated 
for advising on these matters. > The colleges a^d schools of 
Alfred University shall each have a "Promotion and Tenure" 
Committee composed of the Dean (non--voting except?^ to break 
a tie) and at least three faculty members, elected in a man- 
ner determined by the faculty of the apppopriatffe ^college or 
school. Each committee shall elect) its own chairman from 
members other than the Dean, to whom the committee shall 
j9ubmit its recommendations. In the <|course of their deliber- 
ations, these committees shall ^confeti: with the chairmen of^ 
academic departments, 4nd shall consider formal evaluation 
of faculty members by students. A faculty member elected to 
a Promotion and Tenure Committee Shajl not serve* foy more 
than three consecutive years. Detemiination of the composi- 
tion of these committees for academic units other than 
colleges and schools shall be made by the President. 

9. Updh request ot the individual faculty member, the Promotion 
and Teniire Co^ittee ishall review with him any committee re- 
commendatidns concerning that faculty mepiber after he has ^ - 
reviewed the matter with his chairman. Deans shall Aotify 
non-tenured faculty of inadequacies that may impede tt^eir 
attaining tenure. 

10. Department chairmen shall normally be appointed for a 

period of three years. A chairman may b^ reappointed for 
one or more subsequent terms. Changes may be made in a de^ 
partmental chairmanship at any time during the three-year , 
appointment period. Chairmen shall normaXly relinquish the 
cl^air at the end of the fiscal ye^ar in which they reach th§ 
age of 62. Appointment, reappointment, and termination ofi 
chairmen shall be the prerogative of the appropriate Dean, 
after consultation with (department members and after ap- 
proval by the Vice President for Academic Affairs and 
President. The, foregoing paragraph also applies to heads of 
divisions within colleges or schools. A detailed policy 
statement on department chairmen is available from t^e 
office of. the appropriate Dean. 

, Criteria fo r Initial Appointment, Promotion and Tenure 

■ PT" " ' 

The following criteria shall be used ia an annual reView of 
tenure and promotion by the appropriate committee for recbmmen- 
dation to the Dean, the Vice President for Academic Affairs,**, 
and the President. Initial ^appointments are exjiected to be 
""'"'"Sbosistent with the promotion criteria and practice. These 

criteria are concerned with the quality of the service rendered. 
No faculty member can reasonably be expected to be outstanding 
in all points; achievement in one type of activity ma^ offset 
lack of achievl^ment in another. No rigid scale for weighing 
the various criteria is considered feasible. 

1. Teaching - Teaching should facilitate learning. Unless his 
contract stipulates otherwise, the primary responsibility 
of an Alfred University faculty member is to teach. A 
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corollary of teaching is keeping up-to-date in one's field " 
through reading, study, and attendance at meetings of appro- 
priate professional societies. The effectiveness of an in- 
dividual as a teacher will be determined by his department 
chairman and his faculty colleagues on the Promotion and 
Tenure Comhiittee who will make appropriate recommendations 
to the Vice President for Academic Affairs and President 
through his Dean, 
i ' ■ , " 

Advising - Advising of students is an integral part of 
teaching. Good advising includes being available during 
posted hours, being accurate in the informat4.on\resented, 
and demonstrating a genuine interest in the studerit's prob- 
lems. The effectiveness of an individual as an adviser will 
be evaluated in the same way as his effectiveness as a 
teacher. 

Teaching -oriented Research - Research cao-^e^indentif led by 
intensive and authoritative a'fetivity i^J^somefirea of learn- 
ing, ot by creative work. Sfich actV^ty is nfot considered 
complete, however, until the resultVis di^^tftninated in some 
form, the most obvious of which is mifil^lcation or presenta- 
tion. The faculty member will be nfewarij^d primarily for 
research which enriches his teachi/g and h4.s stUdentSt^ One 
form of ['publication" for teachinrf-oriented research is the 
integr^ation qf such research into/ the faculty member's class- 
room presentations and other academic activities. 

Campus Citizenship - Members of the faculty are expected to 
serve on College and University (committees , to aid ^n -the 
work of their departments, to. ad\ise and counsel students 
when so assigned, to attend faculty meetings, and to parti- 
cipate in the formulation of University; policies, which they 
are subsequently expected to support imtll changed through ^ 
democratic means. 

€ommunity Service - Faculty members are encouraged to con- 
tribute to the civic, intellectual, esthetic or spiritual 
development of the greater community serv^ by the 
University . 

Lingth of Service - While no system' of automatic promotions 
or salary increments is established hereby, valuable service 
over a period of years should be recognized and^ rewarded. 
Faculty members vary in value and should receive recognition 
quite independent of length of service, but einyone who is 
thought worthy of tenure ^as a right to expect some further 
adveincement provided he maintains cind improves the level of 
performance for which tenure WJas originally granted. 

College Center of the Finger Lakes Participation - Partici- 
pation in CCFL programs shall be^ evaluated as the equivalent 
of participation in programs at Alfred University. Specifi- 
cally, the following principles apply: i 

a. Retentibn of status as a faculty member of the home in- 
stitution with service *"at ,the host institution counted . 
at the home institution toward tenure and promotion. 
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b. Salary and fringe benefits paid by the home institution 
at the contracted rate. ' 

c^ Suitcible subsistence and/or quarters pi*ovided by the 
hdst institution. ^ ^ 

1/ 

d. Travel expenses provided by the host institutijon. . 

* • 

e. Recognition given by the home institution fbr partici- ^ 
p^ting in inter-institutional coopera-tion 

Evaluatio n of Fadulty . « ^ 

~ ' ~ ^ 

Each faculty member shall -each October forward to the depart- 
ment chairman and Dean an annual report of activities for the 
preceding year'. / This report shall be used in an evaluation 
of services'. In addition to this report, each chairman shall/ 
through classroom visitations and other means, keep up-to- 
date on the capabilities of each member of the departmei;it . 
In addition , the Chairman shall annually conduct ' a formal 
student evaluation of all department members ^Including him-» 
self) , using a standard questionnaire approved b^ the Uni- 
versity faculties. The chairman shall transmit the results 
of this questionnaire to the members of the .appropriate Pro- • 
motion and T(finurGv Committee , inclviding the Dean, in advance 
.Of the^Committee * s meeting to consider personnel recommendar' 
tiona for^the next year. Deans shall be responsible, through 
classroom visitations and other means,, for keeping up-to-*date 
on the teaching capabilities of department chairmen. 

tVhile proven teaching petforman^ is the prime criterion fgr 
promotion and tenure, the. other liste^d factors will have an 
influence on ttie recommendation made, especially at the 
higher ran'ks. Promotion through the various ranks signifies 
not continuing competence and contributions, but rather' 
growing competence* and contribution accompanied by. growing 
recogni*tion on and beyond the campus. * 

In accordance with criteria ^et forth in th^ P<rovi-sions df 
Faculty Appointment (Section III-B) , the e f ffectivenesfe of 
the tenured faculty member shall be evaluated every five 
years by the .^ippropriate Promotion and Tenure Committee. if 
the faculty member * s ^performance is :tound to be unsatisfac- 
tory when judged against these criteria, tl^e Committee sh,all; 
(a) give the rrje^mber a written statement of those are^s in 
which the member must make significant improvement; (b) sti-'' 
pulate^hat, the member's next ^cademic- year is a "warning 
year,"^fter which the member shall be reevaluated. During 
this "warning ye;,;ar," -the member shall not be entitled to 
promotion or salary ^increase . If the reevaluation is negative 
the faculty member shall be given an opportunity to' resign or 
(if appropriate"^ to take early retirement. Should the member 
not avail himself of either of these options, formalj. pro*^ ^ - 
ceedings under academic due process, leading to penalties u^ 
to and including dismissal, shall be initiated. Such pro-,, 
c6ed4ngs shall begin with Step #3 of Section VI-A of these 
Provisions . In the case of a tenured professor, the stfate- 
ment of charges referred to in Step #3 shall be*^ prep a red by ^ 
the appropriate* Promotion and Tenure Committee. Should the • 
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Committee and tiie Dean^ disagree , the charges shall be 
prepared by the Dean^ * ■ ^ 

4 . The tenure review procedures shall be as follows : ^ 

id. Initial tenure review in sprinjg. 

•vJd. Where appropriate, notification of warning year by 
s umme r . 

c. Warning Year: . Fall/Allenterm/Spring . 

d. Second ^tenure review in late May (after final e^^^ms) . 

e. Formal proceedings wlj^ere . necessary aftgr Commencement, 

f. Decision in summer. 

g. Following acsftlemic year: separation with terminal 
payment (where dismissal involved) . ^ 



QuaLi f ications for AC;4demic Rank 



Appointment or promotion to a given academic rank shall be 
wholly-' unrelated to sex, relicfious creed, or e^^thnic background. 

1. Ledturer ^ 

• g 

This is a spepial appointment to- meet part-time needs. A 
candidate for the position of Ledturer is normally expected 
to hav^ at least the bachelor's degree. . 

2. Instructor * . 

A candi-date for the position of Instructor is normalJLy ex-> 
pected to have the master * s degree or its equivalent. 
Evidence of potentiality for good teaching should Be *^n tihe 
person's background. , 

3. «NAssistant? Professor 

A candidate for the position of Assistant Professor should 
normally hol^-d th.e h'^ghest degree in the field, or its equiv- 
r alent in sbudy or othef recognized accomplishment. Ideally, 
competence bcr teach should have been .demons,trated, 

4. AssociatH^ Professor * * • 

" A candidate for the position of f*^Associate Professor should 
hold the highest degree in the fiield. Promotion to the rank 
of Associajie Professor is not automatic. Appointment tb 
this rank would weigh the followiri^ considerations: ' 

* ' \ 

a. Outstanding teaching performance 

br. Demons bratsed scholarsl^ip 

c. Interest and active participation in department. 
College, or University affairs 

d. Cpnt^-ibution to the development or welfare of the 
greater community Served by the University. 

5 Professor ^ 

A candidate for the position of Professor should m&mt th^'' ■ ji.^^f0 
same requirements as an Associa-te Pirofessor candidate," ove*t 
a sufficient period of time to test consistency of and 
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growth in performance. In addition, clearly demon4fei^^ted 
- ^ -■ -l-eaaer ste^ - a-t— le-a« t ene o f the .four ai>eas specif i^d 
^ * .should be evident.Qjp ^ " h - ,^ • * 

, ';. Adminrs trators with academic rank ' ' 

1. The eli^gibility of administrators for^ academic rank sh.all 

. normally be restricted to the President, Vice President for 
^ ' "Academic 'Affairs, Academic Qeans, ASsist:ant Ac^dei^^ic Deans,'- 
. a^id 'Director of Herric]^: M.emorial Library.. ^ Such r^^nk shall ^ 

initially be assigned only*a^^ter consultatiqn wffth the 
. appropriate Dean and., depar tment chairman. ^. 

2. because of th'eir li'mited time for teaching, administrators 

- 'wJLth academic rank are 'not subject to artnual review in ^heir 
capacrityias faculty membeKs. , However, a^dminis t'ra,tgrs may 
* receive tenure' only after r^eview by the^ appropriate Promd- 
^ tion and Tenure Committee. At the end of ^the norma"l six- 
year probationar;^ period, the^ppropriate froinotion and 
Ten urn Cpmmi t^ee- may "determine that the adminis trat/or has 
done ^insufficient teachin<g\, to be evaluated for tenure as a 
faculty member ./ "Under such circumstances, consideration' of 
* . tenure. may be delayed until trhe^ amount of teaching is judged'. 
- sufficient by tKe t'romption and^Tenure Committee. 

3. '.rhc t.ca,chir>g of one' course^r per year on thp> Alfred University 
campus Or elsewhere, whether such course is taught ^n a re- 
nular semester, in SKimm^r School, ;or in~ 4 minimester, ^hall 
normally be deemed sufficient .for 'promotion or tenurQ eva-lu^ 
a,ti®n'at the end of the normal six-year probationary - period . 

^ Also applicable to evaluata.©n shall be such instances 

tehose where the, adminis trator. is invited to cfive gues-t lec- 
tures in a tourse <l)r is Invited "to teach or supervi'se-a 

>^ portion of a course. . " ' ^ \ 

♦ 

4. ' Should a decision eventually be made to deny faculty tenure, 

th"^ administrator shall relinquish his academic rank after 
' a final terminal yeaf appointment ^in rank. ' • 

5'. Termination 6f academic rank for an .administrator shall, have 

no»reiati6n to his retenticm 'or release in his administr.a- 
< tive capacity,. ■♦ f / 

6. If for any reason an atiminis trator v/ith fSaculty tenure 
wishes to resume full-^ime teaching in hisAier , f ie Id of com- 
petence, '^the. Dean^^ot th^ college ,and^ the depar,tment chairman 

' shall be consulted*' to assure that the assumption of full- 
■ .time teaching resj^Onslbi li ties ^oes not adversely "affect thp 
^ "personnel structure or'balartce of the >departm€nt . ^ 

7. Nothing in the foregoing shall be. ^construed to contravene • . 

tv.the University's i^ylaws, which "specify that the Pre^si den f, 
• Vice President for Aca(i'emic "^Af fairs , and A*cadem4^,c Qeans 
autoiwaticably hold "faculty statas by virtue o^' the it offices 

LUAVHS OF ABSENC2 ' - • ,^ 

A. Faculty members on tahur>' shall be eligible for a paid "leaye t>f 
* 'one 'or, two sen^e^tersV The 'deadline for leave application is 
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■November 1. The faculty memUer' participating in this program, 
shall receive full^alary for one semester or half salary for 
two semesters, and will be expected to 'return to the University 
for a period of not less th^n two years. Non-tenured faculty 
who are. engaged in doctoral studies and have completed three 
years of continuous service to, the University shall be eligible 
to* apply for pre-doctoral. leave support. Detailed policy 
•V statements on the University's leave programs are available 
' from the appropriate Dean's office, 

B. Under appropriate circumstances unpaid leaves of absence'^may be 
granted. » .' . " 

C. A faculty member's eligibility for leave shall not be construed 
as a guarantee that such leave will be granted. The grantin^g 
of leaves dependfe on financial resources available and the 
nUmber of faculty applying in a given year, and requires the 
irecommendabion of the department chairman' and the Dean. 

TERMINATION OF APPOINTMENT FOR A FACULTY HCMBKR NOT ON TENURE ^ 

A. " Notif icatibn 

The University recognizes that faculty members are entit^led to 
reasonable and sufficient notice of non-reappointment (non- 
_ renewal ^contract ) . The policy of the University shall be 
, *' , tbat a faculty member in his first yeat of service shall nor- 
"^^J^Y notified in writincj by March 1 (three months before 
the, end of the . contractual year) of the Dean's intention to 
recommend non-reappointment-. During the second -year of service 
such notification shall be not later than December 15 '(six 
Months before the end of 'the contrac^tual year) . In the third 
and subsequent years ^ such notification shalj. be^riot later* than 
September 15 (a full alcaddmic year in- advance) ; where later- 
notification occurl, a terijiinal (fourth or subsequent year) 
appointment shall be offered. ^ ^ , ' 

B . P procedures ^- ^ " " 

1. If the Dean, after consultation with his^^ Promotion and 

Tenure Committee, wishes not to reappoint a faculty member^ 
he will inform the Vice President, f'or Academic Affairs (who 
. will inform the President) of his intention. ^ 

^. The DeaQ will then, in the presence of the department chair- 
man, hand "the faculty memLeTr a (brief written notice of the 
Dean's intention to recommend non-reappointmertt . Tho Dean * 
will also make an oral statement of his and/or the Promotion 
-and Tenure Committee's indament as to (a) published' cri- 
"terjLa which the member h>as failed to meet satisfactorily;, 
(b) assigned duties which the member has performed unsatis- 
factcrrily; and/or (c) specified changes in Uoij^^rsity con-r * 
ditions' that make the non-reappointment necessary (see *^>"AC 
Commentary on AAUP Non-Repewal Statement," p. 3). -The Dean 
will not make any oral statement *^as to the eyid.enae support-^ 
ing, .such judgment. For example, the Dean can refer to the 

^ "effective teaching" criterion in the PVoviSiong 'of >ApDoint~' 
ment and can state £hat, in his and/or th« Committee's -^^ * 

' judgment, the faqulty member has failed to measute up to 



f\\\\: slundard . . 'I'hc Doan shouldr.ot s.tntio (e.q.) that-Ho 
ticis 1 -1 (unKi-tiVf reports frcffii ^i tudont r. 'or 10 proven irt- 
iUvm^vs of tiv prof (^sso^r failin't .*t mcoT: hi-.'.^ class. The 
\<i\.M\ v; it 1^1 <ivv)icl t iu' 1 1 urum; t a r i <in i iu^j^ii Int; .to Tiakc a 1 J o v i <3 ti.nq 
I' t a t <.^n(.»n ts ( i [;raist'. 'i^ho Doan will also avoid any informal 
( "oC ["-tho-ri'cort!" J talks wd th the faculty member. Steep »2 
V. i 1 1 norr.illy computed by tlio appropriate '." noti fication 
of non- rt'L\ppoi ^. trient " ciatc speriXiod^in the F^rouisions of. 
l-'aculty Appf)i riti"(?iU ' • 

If tiio facju] '..y rier\ijer so retjuests, the Doan will supply a 
brief wri t tt-n transcript of his oral "-i Ufic;!r(^ nt of unful- \ 
f.i lied cri t • • r. 1 a , witb, a c>f>py to the departnent chairman or 
.^jear!. 'L'liir, traniaript will in(;icata the position of the de- 
part licn t * i:hcii rcian , I'rfjnotion ar\d 'iV^nurf^ Coinnitt.ee, and Dean 
opm.oii M.idimcuit . Th" faculty inonber -ishail b'' info.rmed that 
:'.'i<;h Wilt ten t ranscr i pt .w 1 1 1 become a .part of , his personnel 
fib' snd T/ be used iKMeifter to respond to inquiries re- 
iirdiiw t!;e I'erJnM's suit^'bility for <^ pc-s^ition elsewhere, 

!.ic\It; "^(^'Jv, r 1:; tu't rcHiuire'd to make such request in 
;a-(n.-i i \ iM- )dv/i!;ta )'.^ n\ f-,he procedures outlined by para- 
f s; I , ') , an-d f- be 1 o',v . 

M ' ■. ; ••'iiity ;ie'^'!i< ?- so requt^sts-, lu^ wiJl be qiven a hear- 
irv: ;,'-'oM' t;i< r<or.{,a (\\ uu' '.'f^nure c*ommittoe. 'At this 
:.(-.TM'|, Uie ('oi;;-.iMee aiitl/or the Dcvin will; (1) re.iterato 
t ho r(M,'or m<»>ruia 1 1 ' U! noL t() roa[jpoint; (2) describe the nature 
'd l.hf^' I '.'idence; {]) listt^i; courtcM^usly to the menrber's ^ 
te act ions, oljjectionr; to th(^ intended recommendation not to 
re-'i|-)jw q ri t , and ^iiiy p.^'.v (>vuience the memb.<^^r may care to . 
[M-.',er:t . ^ ^ . " 

'.'\ i. i' rf ji ' t i^pr. arui '"(•nuie ('orm;ii t ttic (after discussion in 
execu^J'fe S(Vi:-.icn) v^i II nake a rccommo'nd-ation to the Dean-, 
aui '•.'i' 1 iM'tor"' t ;ie eiiaiirran and the f acu i ty"" membe r in 
v.ritMi;. * the decision is to uphoUi the oriqinal non- 
>-< lepf )i n tron L , tht^ Doan will, then inform the faculty member, 
t.he i;hd I r-:-..ir^ , and tjic^ Comii^ittoe in writinq of the member's 
J. L iliti to Lq)peal. Phe faculty mcn±)cr may appea.1 throUqh 
appi'opri ite adi^i n i s t ra t i ve channels, or through the proce- 
dures outlined in paragraph #6 below. 

■:1k? faculty lu^rbor may request a review hoarinq by the 
Paou hty f.'ourtci 1 of his college .or school to review the ade- 
quaey of the consideration by the Promotion and Tenure 
Committee^ irt arriv^n<i at its recommendation. 

, Tiie terri adocjuate considc; riation refers essentially to 
prfX"(><hira 1 rather than substantive issues: Wrfs the , 
decis 1 on * conscic^ntious J y arrived, at? Was al^l avaiJ- 
ablf^ ev Lflencc . bearinq or. the' relevant performance of 
thi"' candidate souqht out a-nd.^^ cons ide red? Was there 

"adequate <16 libera tion by^ thc^^- depar tmen t over the im- 
port of the. evidence in. the ^liqh t o f the r^blevant 

'Standards? - Were i. r re lo^van t '"'and Improper standards 
excluded from cons icio ra;J;i on ?.^ ' \Was the decision a 

^ bona f ido exercise of |^ofev^,Si)|nal academic judgment? 
These are the kinds o f ?<5,ues tfidij^^ sugges ted by the' 



st.iMd.ird f)l '\K(oqu.itc' rDnsideration.'* (Kxccrptcd 
■ fror :;un.-(M- L97L 'wMJi^ . vj] i otin , p. 210.) 

ir aft-cM' rcwiewuv; t:ho ...sc, the Faculty .;cnmcu I concLiuics 
t.'iU. »...,> .T-nMidoraLinri v:.vr. i n.ulociu.itr, ii will return the 
tMttvr to the rror.otion cincl Tonurc? Comni t tee for further re- 
view. If after rc>vieVLnt tho case- the Council concludes 
t.Kjt <id(Miuate ec)nsideratn,r. was raven, the Council will so ' 
^'dvise-Llie Prcn-etion and 'IVnure Conunittee. In either in- 
stanocH, wrxLte-n ccnucs of th(^ Council's report will be avail- 
. .ibU; to the lacuLty ner-il^e r ^.ind the appropriate administrative 
o..Lcerrv In no instance will the substance of the i'romotion 
^ and .\Hiure Comity it Lee ' s dcH ibo ra t i.ons bo transmitted to the 
i-aculty Council. If a rerilx-r of tlu^ Facu 1 ty ' Counci 1 is 
m(M..b( r of the I'rc;notiorT and Tenure ComnitLoe, he nay not • 
p.ir t I ('L[^aL(^ in the review iTearini. 

the rc^view comruttec- upholds the adeciuacy of the Promo- ' 
tion and 'Ponuro Coim-.i L Lee ' s, consideration {or If the Promo- 
_ iic;n and Tenure ConunlLtee, after further review continues fo 

• rvc(^nnnnd nop- ro appo i n tnon t regardless of ,tho review com- 
nittet^'s fmdiaqs) , then normally the Dean, .subject to the 
apf)roval of the Vj ce President for Academic Affairs and the 
I'resident, v.'i.ll hand the faculty member a written confirma- 

.tjofi (,f non-r(^appointmcnt (in the chairman's ETreseace) by 
the February 15 con t rac t da/:e . ■ For a non-tenured .faculty 
member in his Llii rd or subsbqu6n t , year , Such ' con frrjTia tion ■ 
wi.l normally takc^ tjir- form of a terminal appointment letter. 

If tho I^romotion and. Teoure Committee changes its position 
and recommends reappointment/ the final determination will 
, be made, by thq President, considerinq the advice of the Dean 
the ViC(^ President for Academi c A f f ai rs , and the committee. 

8. Nothijv! in tho above is intended to preclude^ the Dean's 
; riaht to disaqree with iiis ,i^rom/>-^i(^n and Venurei Conmi tteo in 

qivinq notice of intention to non- reappoint . However, in 
.such instances the faculty member is still entitled, on his 
^ request, to full due process as outlined above. 

vfrmih-atlo:;^ OF APPor:jTMr;rJT for^causi; of a facui/py MFniirp orj tftniuri-^ 

OR WtlOSU: TI'RM APPOIMTMKNT ifAS NOT FXPIIiJJD < ^ 
A. ^c)ce_du^res 

1. When reason arisr^s to question the fitness of a faculty mem- 
ber who has tenure or wliose term appointment has not expired, 
the - appropriate administrative of f ice rs -shall ordinarily 
discuss the matter with him in personal conference. The 
matter may be terminated by mutual consent at this point; 
•but if an adjustment does not result, the President, after 
conferrinq with the Dean's Council, may recommend dismissal ' 
to the appropriate Faculty Advisory Commi t tee , elected by 
the faculty and charged with the function of rendering, con- 
fidential advice in such situations. This Committee shall 
informally incjuirc into the situation to effect an adjust- 
ment if possiiUe and if' none is effected, to determine 
vsthether in" its view formal proceedinqs to consider the * 
v faculty member's disirtissal shoa-ld-. b<S ins tituted. •. . I f the 
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appropriate Faculty Advisory Committee recommends that such 
proceedings should be begun, or if the Presid^t, even after 
considering a recommendation of the Committee favorable to 
the faculty member, expresses his conviction that a proceed- 
ing should be undertaken, actioa shall be commenced ,under 
the procedures which follow. Except where there is disagree- 
ment, a statement with reasonable particularity of the 
grounds proposed for the dismissal shall then be jointly 
formulated by the President and the Faculty Committee. If 
there is disagreem,ent , the President or his representative 
shall formula^te the official statement of charges. Under 
such circumstances, the Faculty Committee shall formulate 
their own statement, indicating where and how they disagree 
with^the official statement of charges ; this lattet state- 
ment, like the official statement of charges, shall become 
part of the record of the proceedings. 

The membership of the Faculty Advisory Comnilfei:ee&i,shal\. be 
as follows : . - ' ' > 

a. for the College of Liberal Artsr the elected facultV 
members of ttie Prbmotion and' Tenure Committee^^of thatV 
College and the senior member of the Promotion and Tenti^ 
Committee og tjne College of Cercimics. "Senior" is here \ 
defined as title" faculty member with the longest period of 
service on the designated committee. Where necessary, 
rank and length of service at Alfred University (in that 
order) may be usfed as ^further means to ascertain 

-seniority. 

b. for the College of Ceramics: >.;the elected f acjilty Vembers 
of the Promotion and Tenure Committee of that College cind 
the senior member of the Promotion and Tenure Committee 
of the Col lege' 'Of Liberal Arts. 

c. for the School of Nursing: the elected faculty members 
of the Promotion and Tenure Committee of that School and 
the senior f aculti** member of the Promotion and^ Tenure 
Committee of the^^ College of Liberal Arts, 



d. for the Sch^ool of Business Administration: the elected 
members of the Promotion and Tenure Committee of ^ that 
School (includes a Liberal Arts representative). 

e. for Herrick Memorial Library: the elected members of the 
Promotion and Tenure Committee of Herrick Library, and 
the senior faculty member of the Promotion and Temre 
Committee of the College of Liberal Arts. [ I 

The fonlnal proceedings shall be commenced by a writ^n 
communication addressed to the faculty member by the Presi- 
dent of Alfred University, informing the faculty member of 
the statement formulated, and informing him that, if he so 
requests, a hearing to determine whether he should* be re- 
moved from his faculty position on the grounds. stated will ' 
be conducted by ^the appropriate Faculty Hearing^jCkDrffmittpe 
(see 4 below) at a specified time and p»lacre^--''ln setting 
the date of the hearing , reasonable time-^Shall be allowed 
the faculty member. to prepare his defense. The faculty 



member shall be informed, in detail or by reference to pub- 
lished recjulations,'of tho procedural rights that will^be 
^'o^'^u n ^^.^1^^'" faculty member shall reply in writing 

to the President whether he wishes a hearing and, if ^o 
shall answer in writing the statements in the President's 
lettpr. 

. Ttie membership of tho Faculty Hearing Conmuttee shall be'' as 
follows: . , , 

a. for thu College ,of hiberaj Art?: the elected members of 
the Liberal. Arts Facul ty Counci 1 . ^ 

b. for the CoHege of Ceramics: the elected members of the 
Ceramics Faculty Council. 

c. for thd-School of Nursing.: the elected members of the 
Liberal Arts Faculty Council, plus^the elected Nursing 
rt^presentatiVos to tho, Univ-orsity Council. ► 

d. for tlie School of Business Administration: the elected 
memijers of the Business Administration Faculty Council. 

.e. for the llerrick Memoria I Library : the elected members 
of the Liberal Arts Faculty Council, plun th^ Director 
of ilerrick Library. 

Lach Faculty, Hearing Committee shall elect its own chairman. 
Tn no instance shall a person against whofn charges have boon 
brought sit in judgment on his own case. A member of the 
Faculty fJearing Committee shall remove himself from the 
Hearing Committee, either at the request of a party or at 
his own initiative, if he deems iiimself disqualified for 
bias or interest. In no case shall a taculty member sit on 
more than one of the several groups conce rncd ■ vi th the' case : 
Deans Council, appropriate Faculty Advisory Committee, 
Faculty Hearing Committee. 

'Phe most recently retired faculty mq^mbers of the appropriate 
councils shall be the a Iternates ^ f or replacemerit in number. 5, 
above, should the Committee Chairman decide that one or more 
replacements is necessary. 

Suspenefion of the faculty meinber from- teaching or other 
duties during the proceedings involving him i^ justified 
only ,i f immediate harm to himself or others is threatened 
by his continuance. The President shall confer privately^/ 
with the appropriate Faculty Advisory Committee before taking 
any suspension action. Unless legal cons ide ration:s forbid, ■ 
any such suspension sliall be with pay, * 

The Faculty Hearing Committed sft'all proceed by considering 
the statement of grounds for dismissal already formulated, 
and the faculty member'? response written before the time of 
the, hearing. If the faculty m.ember has not requested a hear- 
ing, the Committee shall consider the case on the basis of 
the obtainable information; otherwise the hearing shall go 
foruard with thf» faculty menber present. "^he Co^mi tteeT*Tn 
consultation with the President and the facultv member , 'shall 
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exercise its judgment as to whether the hearing should be 
public or private. At the request of either party or -the 
Hearing Committee, representativefs of one or more responsi- 
ble educational associations may be permitted to attend the 
f . proceedings as observers. If any facts are in dispute, the 
testimony? of witnesses al?d other evidence concerning the 
^ matter sel: forth in the President's letter to the faculty ' 

member shall be received. 

9;'^^RjB President ahall have the option o/ attendance during the 
he^3?iii(^j. He may designate an appropriate representative pr 
^ counseiv^^o assist in developing the case; but the Committee 
shall det^r^nine the order of proof, shall normally conduct 
the questioning of witnesses, and if necessary, shall secure 
the presentation' of evidence impottant to the case. 

10 . Th^ faculty^ member shall^ have the option of ^^sistahce by 
ccmnsel, whose functions shall be simildr to those of the 
r/presentative or counsel chosen by the President. The 
^^ulty member shall have the additional procedural rights 
set forth in the 19 40 AAUP "Statement of Principles on Aca- 
demic Freedom and Tenure" and shall have the aid of the 
appropriate Faculty Hearing Committee, when needed, in secur- 
ing the attendance of witnesses. In the hearing of chaxges 
of incompetence, the testimony shall include that of quali- 
fied faculty members from this or other institutions. The 
faculty member or his coun'Sel and the representative or 
counsel designated by the President shall have the right, 
within reasonable limits, to cohfront and cross examine all 
^ witnesses who testify orally. The faculty member shall have 

* ^ ^YiQ opportunity to be confronted by all witnesses adverse to 

him. Where unusual and urgent reasons piove the Faculty 
Hearing Committee to withhold this right, or where the wit^ 
nesses cannot appear, the iMentlfcy of the witness, as well 
as his statements, shall nevertheless be discldised to the 
faculty member. Subject to these safeguards, statements 
may when necessary be taken outside .the hearing and reported 
^o it. All of the evidence shall be duly recorded Even 
where counsel is present, the Hearing Committee Chairman is 
not obligated to follow formal rules of court procedure. 
The burden of proof that adequate cause exists rests with 
the University, and shall be satisfied only by clear and 
coi^vincing evidence in the record considered as a whole. 

11. The Facu3.ty Hearirfg Committee shalSL re^ch its decision in 

conference on the basis of the hearing. Before doing so, it 
shall give opportunity X.o the faculty member or his counsel 
and to the representative or counsel designated by the 
President to argue orally before it. If written briefs 
would be helpful, the Faculty Hearing Committee may request 
them. The Faculty Hearing Committee may\proceed to decision 
promptly without having the record of the ):iearing trans- 
cribed, where i^t feels that a just decision \can be reached 
by this means; or it may await the availabilr^y o^ the trans- 

, cript of the hearing if its decision would be aided thereby. 
0 The Committee dhall make explicit: findings witlv\respect to 

each of the gr0unc(s of removal presented. Public statements 
concerning thei Facjulty Hearing dbmmittee's* decision may 

^ properly be withheld unti'^l consideration has been given to v 

4 i 
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the case by the Executive Conunittee of the Board of Trus- 
tees. The President and the faculty member shall be noti- 
fied of the, decision in writing and be given a copy of the 
record of the hearing. 

The President shall transmit to the Executive Committee cff 
the Board of Trustees the full report of the Faculty Hearing 
Committee, stating its actijan. Acceptance of the Faculty 
Hearing Committee's decision , would normally be expected. If 
the faculty member ^'requests that thc2 decision be reviewed, 
or if the Executive Committee chooses to review the case, 
its review shall be b^sed on . the record of the previous 
hearing, accompanied by opportunity for argument, oral or 
written or both, by the principals at the hearing or their 
representatives. The decision of the Faculty Hearing Com- 
mittee shall either be sustained or the proceedings be re- 
turned to the Faculty Hearing Committee with objections 
specified. In such a case the Faculty Hearing Committee 
shall reconsider, taking account of the stated objections 
and receiving new evidence if necessary. l£ shall frame its 
decision and communicate it in the same manner as before. 
Only after study of the Facult^^ Hearing Committee's reconsi- 
deration shall the Executive Committee make a final decision 
overruling the Faculty Hearing Committee. > 

The Executive Committee of the. Board of Trustees shall^in-^ 
form the faculty member in w.riting of the final decision orv^ 
his case. If the decision is dismissal, the Executive Com- 
mittee shall inform the faculty*^ melnber of the effective date 
of dismissal and of matters concerning compensation. This 
date may npt be earlier than the day on which the notifica- 
tion by the Executive Committee is written. The faculty 
member shall not be considered as dismissed during "the 
various deliberations on his case. J 

Except for such simple announcements as may be required 
covering the time of the hearing and similar matters, piiblic 
state^l^nts about the case by either the faculty mepUaer or 
administrative officers shall be ^avoided so far as possible 
until the proceedings have been completed. Announcement of 
the final decision shall be made by the Trustee Executive 
Committee chairman and shall incliide the statement of the 
Faculty Hearing Committee's original action, if this has noti 
been made known previously. . i 



Short of dismi^ssal, the Faculty Hearing Committee may recom-^ 
mend such disciplinary actions as the following, listed in / 
decreasing order of severity: * 



a. suspension without pay for a specified or indefinite / 
period . / ' 

b. reduction in sala^ry and/or rank 

c. removal of tenure , 

d . fine through payroll deduction 

e . censure 

f . warning i / o 



1 



The phrase "for cause" shall be interpreted as covering the 
following; 

1. Moral turpitude or other gross unfitness to associate with 
students . , ^ 

2. Unscitis factory ^performance in assigned responsibilities, and 
in those activities described in Section III*-B of these Pro- 
visions. The term "unsatisfactory" shall not include the 

•trivial or capricious. ^ 

3. Obs tractive opposition to the functioning of the Univers^y, 
including persistent violation of UnivA-sity jJolicies . 

4. Violation of the principles of' academic freedom as h^irein 
stated. 



5. Conviction ^of a felony. However, the character or/ circum- 
stances of the particular case, such as where the violation 
of a law 'for reasons of conscience or social Kjoncern is in- 
volved, may becfr upon the question of the fitness oJP\ the 
faculty member and on cause for dismissal. 

6. 'Gross neglect of duty."^ 



Ay. faculty men 
prejudice, .unfot 
evidence . 



5rs are entitled to protection against persohal 
ided rumors, ^and judgments based on inadequate 



Termination of the\ appointment of a faculty member because of a 
University fin^ciad exigency sh^l^l take place only when finan- 
cial necessity i'^ demonstrably bona fide . 

Terminal Salary Paymdflt 

If a faculty member is ^dismissed, he may receive a terminal 
salary payment in abcoraimce with the schedule of notice to 
which he is entitled underxSection V above - i.e., three months'" 
salary from the effective da^e of dismissal for* a faculty mem- 
ber dismissed in his first yea^ six months' salary for a mem- 
ber dismissed in his second year; and a full (academic) year's 
salary for a member in his third or subsequent year, or for a 
member on tenure. According to circumstances sutrounding a 
given ^case, the Trustee Executive Committee may deviate froiri 
the ' foregoing policy in determining the sum (if any) to be 
paid. In cases of moral turpitude, the Executive Committee 
reserves the right to make nonterminal payments following 
dismissal. 

Termination Resulting from Financial Exig^Q^ 

In the event Utat a progi^eim is discontinued orvreduced by the 
University as the result of the Master Plan, i5i&<^al emergency, 
or .other appropriate reason, and- in the event that, a tenured 
faciulty member does not qualify to t,eax!h In anotherxacadeinic 
depairtment or division, such faculty' member may be rel^eased 
wi throne year'^ notices Every effort shall be made by \^e 
University fed assist in the member's relocation. No facHlty 
member shall be shifted to smother discipline if such actrpn. 
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would adversely affect the personnel structure or balance of 
the department or division involved. 

RETIREMENT 

A. Each faculty member may participate' . in the University Retire- 
ment Plan and is encouraged ^to do so. Participation shall be 
compulsory as of the time a faculty member is given tenure 
status, except that College of Ceramics faculty may elect an 
alternate New!^York state plan. 

At the time of tenure, faculty members in the College of Cera- 
mics will comply with the provisions of the State Retirement 
System or the Universi ty Retirement plan. 

B. Tenure shall cease at the end of the fiscal year in which the 
faculty member reaches age 65, which is to be considered the 
normal retirement age. 

C. A fa^culty member whose tenure has expired may be continued on ) 
annual appointment up t©^ cige 70 on the recommendation of the 
department chairman and the Deem. 

D. Dependent on the availability of space and other University 
resources, such privileges as the following may be- extended to 
retired personnel by the appropriate Dean: library facilities, 
office space, laboratory space, eligibility for research 
grants. A detailed policy statements^n retirement privileges 
is available from the appropriate Dean's ,off ice . 

7 ^ 
' The honorary status pf "emeritus" is not automatic. It is 
bestowed on those jretirees} whom the ^oard of Trustees Wishes 
to recognize for dedicated service. Emeritus profes'sors con- 
tinue to be members of the faculty but without vote. 

CAL ACTIVITY 

Al/firecf\University subscribes to the following statement on poli- 
tical activity for its, faculty. ^ 

A. . The college or University faculty member is a ci;tizen and, 
J like other citizens, should be free to engage in political 

/ activities so far as he is able to do so consistently with his 
/ obligations as a teacher and scholar. 

B. Many kinds of poirETcal activity (including but n^t restricted 
, to holding part-time office in political party, seeking elec- 

' tion to any office under circumstances that do not require / 
extensive Ccimpaigning , or serving by appointment or ejection 
in a part- time- political 'office) are consistent with effective 
service as a member o£ a faculty. Other kinds of political 
activity (e.g. , it^itensive campaigning for elective office, 
serving in a state legislature, or serving a limited term in a 
full-time position) will often require that t^he professor 
seek a leave of absence from his college or university. 
/' 

C. In recognition of the legitimacy and social importance of 
political activity by professors, universities and colleges 
should provide^ institutional arrangements to permit it, 
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simiLar to those applicable to other public or private extra- 
mural service. Such arranqements may include the reduction of 
the faculty member's workload or a leave of absence, for the 
duraLLon of an election campaijn or a term of office, accom- 
panied by equitable adjustment o/ compensation when necessary.^- 
' %' 
D. A faculty member seekinq leave should recognize that he»has a 
primary obliqation Lo his institution and to his growth as an 
,v educator and scholar; he should 'be mindful of the problem which • 
a leave of absence can create for his administration, his col- 
leagues, and his students; and he should not abuse the privi- 
lege by too frequent or too late ,app location or too ex^tended a 
leave. If adjustments in his favor arc made, s.'ucti as a reduc- 
" tion of workload, ho should expect Uiem to t5e ^J^imited tfo a 
reason^iblc period, 

i: . A leave of absence incident to political aotivi ty* should come 
under the institution's normal rules and regulations for leaves 
of absence. 'Juch a leave should not affect unfavorably the 
tenure status oP a faculty m.ombdr, except_^ha!t time spent on , , 
such loavc^ f rom academic duties need not count as probationary / j 
service. The terms of a leave and its effect on the pj^fes- / 
' sor's status should be set forth in writing in advance of the 
leave . • 

IX l:ATl,NTS /\i;D COl'VRIGllTS 

A. Faculty of Alfred University shall submit to the University/ 
disclosures of in<^entions which may be patentable. The eqiaity 
(if any) th.it the' University has in a patent will vary frdm one 
patent to another, in accord with the extent to which Un-yvcr- 
sity equipment, laboratories, personnel.., fundinq, and th^-like 
were involve(i in the .development of. the discovery. Such in- 
volv/eneni; sliJll not be^judgeci by the inventor but by hi/s peers 
on the* University Pa tc^n t- Cor\mi ttee . Whore the .Un i ve rs/i ty is 

'judged to have ec]uity, neither the University nor the/ inventor 
shall receive Ic-ss* than '^^ per cent of the available/income. 
The Uri/iversity properly has no equity in pa ten tab le /ideas /Vh ich 
the i nventor can demons t pa te were conceived independently from 
Alfred University. A ,f acuJ ty memt^^r shall be encouracied/ to 
seek a patent when he belit.-ves that an invc?ntion m<iy be patgnl- 
ablc, rociatdless of whether the Uni^'ersity haS any equity 
-1 . thi'reln. " • . 

This policy is inplement(Mi by Procedures which are available 
from the office of tlie Chairman of the University i'<Hont (^om- 
nittee. Faculty shall follow these Procedures. 

B. Generally University faculty, aclministrators , and staff sliall <{f 
^ retain all rigtits to copyright works produced by them. However, 

in cas<n^ where persons were employed or -di rec tod. wi th i n the 
scope of their employment to produce works subject to copyright, 
the University shall have the right to publish such work with- 
out copyright or to copyricilit it in^its own n<ime, unless other 
contractual ar rancjemen ts have been made in advance. ^ 

"The capyriglit shall also be .-lub^ect to contractual arrangements 
by- the University for emotivity in the course of which the work 
was produced. Faculty and other University members shall ndt 
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allow the privilege of producing and retaining the right to 
their work to inte r f ero, wi th their University duties. In those 
cases where the faculty member or other person desires the use 
of University facilities, arrangements shall be made through 
the University in advance with respect to the assistance which 
may be- appropriately cjiven and the equity of the University in 
the finished work, « 



biSApiLITY POLICY 
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A. At the time of medically certified disability, the disabled 
faculty member shall be plaped on indefinite sick leave^ 

13. Effective with the date of disability (and sick leave), the 
University shall make to the faculty member a single payment 
representing the difference between the sum to which the facul- 
ty member is entitled under his nine-month contract, 'knd 'the 
sum that he lids been paid up to the time of disability under 
the /twelve month pay system. „ " 

C. Ou^iyinq the first six months of sick leave, the Uni ve rs i ty shall, 
co/itinuo to issuo a regular monthly paycheck to the 'disabled 
faculty member » ' 

D. ;'iy tho^end ot the flTst s.ix months of sick leave, the faculty 
^membor', his next-of-kin, or the University on the member's 

behalf, shall apply to the insurance company fgr benefits under 
/ ^the University ''s Group Total Disability Reno fits Insurance? Plan. 
/ '■(Details of this Plan are included in the general description 
of urtiversi-ty fringe benefits and are available from the appro- 
■* . priyTlo Dean's office.) 

f:. fn/'the rare instance whore ^ faodlty membc^r is dec«lared ineli- 
gible by the insurance company for benefits under the Disability 
Insurance Plan, the Uni vers i ty,^shall , if requested, seek to aid 
the dis.jibled faciilty member^ in Obta ininq Tv.con tinUing financial 
support from public agencies. 

r. The University shall terminate the sick leave and^^return the' 
f/^:ulty mejnber to active service beginni ng' wi th the first fuM 
r.emoster following medical certification that (a) the disability 
no lonrjer exists, and (b) the faculty member is^. capable "of re- 
suminc? his full duties. . . 

G. For dLsal)led faculty meml:>ers not on tenure, the sick leave poriod 
shall not co,unl: as part of the probationary period. 

■>X1. T)in forpgoing I'rovissions adopted by the Board of Trus,tees supersede 
any existing Provisions of Appointjnent , . and are 'subject to revi- 
sion. Revisions are effective as of the date of adoption by tehe 
- I^oard of Trustees (unless a later effective date is s tipulat^d/ by 
the Board), and are thereupon applicable to all faculty, present 
and luture. ppcir^ions regarding the interpretation of these /ro- 
vinions sli./il be, thr^ responsibility of the President. ' TheiSe / 
I'rovisions shall not be Construed as preventing fehe President from 
making exceptions administrative emergencies. ' 
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Oriqinal Provisions of TonurC/ f>romotion, and Retirement adopted by 

Board of Trustt^os 10/10^5,7; amended by Doard G/6/59 . 
Original Provisions of Appointment, R^Sippointmcnf , and Resignation 
approved by facultite's S/13/64; adopted by 'Trustee Executive 
Committee 10/2/64. 
Revised Section on Dismissal ( termtr^a 1 1 on of appointment for cause) ^ 
approved by Univt?rslty faculty Council and Deans Council 2/70; . 
adopted by Board of Trustees 3/20/70. 
^' New„ compos i te Provisions of Appointment recommended by University 
.Faculty Cburyci 1-Deans Council to President 9/15/70. 
Further revisions by President/ Fhll 1970. 
r Section on Patents/ Copy^rights, and Royalties .adopted by Trustee 
Executive Committee 9/18/70; revisions by Presidfent 3/28/71. 

New Proyisio/is of Appointment / appVov^d by „-f acul ti^'k 3/18/71. 
N'ew Provisic/ns of Appoi^ntmen^ approved by Deans C^undll and President 
4/2.9/71'./ 

new Provisions of Appointment reviewed by University Attorney 5/11/71. 
New Provis/ions of Appaintmerit adopted by Board of Trustees 6/4/71. 

Uew sectLpns an advising ^nd research ^proved by faculties 12/10/71; 

adop'tfi^jd by Board of Trustees 6/2/7 2 as* part , of Master Plan. 
Revised section on patei/ts approved by faculties 3/9/72; adopted by 

Board of Trustees \V/\.1/12, > 
New section on CCFL parr ticipation approved V^v '''Acuities 5/11/72; 

adopted by Board c/f' Trustees 11/17/72. — ^ — 
New or revisetJ- sections on e>^tension of probationary period, tenure 

review, "and .fe rmZna.t i on from financial exigency 'reviewed by 

facultle's 3/8/7/; adopted' by Boa^d of Trustees 3/^30/73 . 

Effective 9/1//3. . ^ ^ . 

r;ew section on ng^n- reappointment pr'ocedures approved by taculties 

5/10/73; adopted (with corollary revision of section on non-reap- 

pointment not i f i ca ti o.n ) by Board of Trustees 6/1/73. 
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Dr,PARTHr:WTAL CIIA^Rf^Kri /VfD DIVISION IILJADS j 
Introduction " ' ^ • * ^ 

A department or division is the basi(^ instructional ady{inis tjrative 
unit established by the University afid. xs organized by' its' faculty 
for the purpose of carrying on instruction and research in parti- 
cular field or fields'^'of knowledge/ The faculty o^ a deparbnent , 
includes all pe^rsons of the rank. <z(^; ins true tor or above who are 
appointed or assigned to it. 

, f _ 

The department as^ an entLty ma^ be assumed^to have the, fullest/ m^iasure 
of autonomy consist^j^tr'^ith the maintenance of College and Univeraity 
educational jpolaCj^^'^and a-cademic adminis trative> re l^tion'fe with other 
aca'demic -units in the University. The department chairman wi^l set /. 
..the T:6n©. and direction of the department and provide the acadeunic 
leadership necessary to work toward excellence iri his departinen)t * 

Authority-Responsibility ^ ' t ' 

Department chairmen at' AJ/red University are faculty meinbers with ftll 
of the rights and privlj^eges ordinarily accorded to a full faculty 
member. The^ have a nine-month period of obligation* The position 
of* chairman of- a depajftment is an administrative appointment made 'by > 
the.Deah with the approval of th^ Vice President for Academic 'Aff^rs 
and the President. It is assumed that the Dean consults with the/ de- 
partment* on this appointment. The Vic^ President for Academic A? - 
fairs and the Dean of the Cc^llege will consult with the other De^s 
and Directors on appointments and* re^pointments* to a ' chairm^nslyip 
level. These appointments are for a three-year period, renewab/^e 
'after reconsideration of the individual. Sincie these are admirAs- 
trative appointitients they are liable to relief f(ft^ cause and it is 
understood th^t de'partmeht chairmen shall not have,, tenure in the 
position. The mandatory age 'for retirement/ from the chairmanship of'' 
a department at Alfped University shall be 'sixty-two years . 

Dcpai;.tment chairmen shall receive^ release time from teaching commen- 
surate with'^he size and complexity of their department as approved 
by their Dean. Release time in excess of one-*€ourtti for department 
chairmen and one-third for divisionoheads shall require the appr(j)val 
of the Vice President for Academic Affairs, Generally, chalrrtien are 
expected to use the summer for their own personal study, research, 
and creative work, although they may also wish to teach ^is required. 



The department chaiisman is resp 



Sensible for his c^epartnent ^durin<5^ 
twelve months of the yfear. He. sliall have the authority to carry out 
his responsibility during, this whole period, incJLuding^ necessary re- 
cruit^inq*. He should copsult his department and' the Disan wherever 
appropriate. In his absence he"sh^ll designate a member of the^ /de- 
partment to iadt in his behalf. Itfe may be absent during the sjommer 
for personal pr professional r-easons, but he should clearly' desig- 
nate a member to act as liaison. In the absence of, any specified^ 
designee the Dean will consult with members of the department pre- 
sent if pos^ib'le and act. ' 

(?ne .of the primary responsibilities of a department chairman is for 
his staff,' Through classroom visitations and other meoins , such as' 
student evaluation, each chairman will keep himself up-to-date on 
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tHe capabilities of each member of his 'department^ and 

a, initiate recommendations for new appointments ' ~ . 

" b, initiate i:<S'commeridations for regippointments ^ 

c, initj-a'te' recommendations for salary cheinges 

d, initiafte reconidnen(J,ations for terminations 

• e. . initiate recommendations for tenui^e* '\ \ , 

fi initiate recommendations for leaves<» of absence 

'g. initiate recommendations fpr promotions - ^ 

^•h, initiate recommendations for assistantships , fellowships-, 

and scholarships - / 

*i, initiate recommendations on all other departmental personnel 

matters, not specificall,y< mentix)ne(J above, ^^'^ ^ ^ 

, ^ . , * / " " , ■ 

Some additional representative, but npt all inclusive areas o( 
authority-responsibility are listed below: ^ 

/ ^ ' ' . I ^' 

" Indtiaxe and/or consider proposals^ for changes in th^ cujfr^cula, 

including summer, Allenterm, ^d graduate prograins, if anyj, and 

forward to the respective deans. ^ * ^ • ^ I 

Create /the proper intellectual envii^pnment for the bi^st d^ve-,. 
lopment of schollirship . " ^ ^ <"* ' 

- Strive constantly to iiflprdvg the quality of teaching and re- 
search, And encourage publications. Meet with individual faculty 
Wmb^rs on opportunity for , an:§i^uppbrt of, individual ifese arch 
or study, - • " 

% R^cominend io the respective dCe^ns tjeachijng schedules emd .other 
"•programs, including' graduate Of fefings , if any, for the, most 
^'^ effective use of f>a9Ulty resources,. ' 

Prepare budget requests ahd supervise the expenditure of funds'^ 
allocated to the ^epartment. " « 

Recommertd the appointment of , and supervise the work Cff', non- 
.ac ademi c dep ar tment staff in c 1 udi ng ' re c omlffe ndi ng in qr ement/b 

Y Recommend to the Dean and Registrar tiie use and assignment of 
allocated departmental space, facilities, equipment, and sup- 
\ plies, and maintain an invehtory of the latter two „ Cooperate 
. . wj.'th the department and tfie administration" in planning physicaJ^ 
facilities appropriate to the functions of the department. " 

Hol^ regular depairtment meetingsy. as seems most appropriate 
wdthin the 'organization o£ the department* . " J . 

. Organize the ativis'ing of majors iri^ the* dejpa^fcmejitv \ 

Be responsible for revision of' copy for the* catalog and other \ 
, buiietinfe, including major 4nd minor rj^ui rem6nts » ^d consult\ 
' • other jnehibjBrs of tiie de^)artm6ntJVfhere necessary and desirable. \ 

: " ' Worte with the Directors 'of the Libraries to ^enrich the collec- 
tions giving due attention to planned reseaurlcii an^ futxiire . • 
- , . growth of thp department,' „ - : \ , 



Be responsible for the execution of College and University 
policies and regulations, in the event that hd disagrees on 
-ririnciple With qerta=Ln policies or regulations, he may regisr 
ter his protest through appropriate channels. If after due ; 
ctditi4.nistr,ative consideration the enunciated poli(iy,or regu- ■'• 
lation or dje-cision renfains in force, he must either support 
it conscientiously ^or resign his chairmanship. , * ^ 

^ - ^ ' ■ . • V • 

f^ake recommendations thrpugh the Dean of the College for 
summer and off-^campus programs, course offerings, and person- / 
nel to-be employed. These recommendations to be subject, to 
consideration and revisiojfi by the Dean ,of Gra<fuate and Special 
•Progr^s working in conju^iction with the academic d^ans and / 
Vice President' for Acaderdic Affairs, the latTter of whom shall/ 
have final cipprova^l/ / « - , \ 

Be 'r^sponsiijle *f or the' discharge of ot^er unspecified duties 
pertinent- to his office.' 



Dated March 22, 1971 ' ' \ 

Approved by Deans Council , January 19 71 ^ ^ ' , '* 

Approved by P res i^d^iit. Summer 19 71, " .. ■ - , ^ 

Effective Sef>tember 1971 

' r , ■ * 4 

Effective July^l, 1968, the annual work yi^ar for administration ^d 
staff will be idteritica^ with the University fiscal year — namely, 
July 1 trough Jdne 30* Increments will take effect July. Nsw 
positions will become effective July 1. The only^ exception to^ the 
forfegoing will be new secret^ial positiohs which will ordinarily 
tal^e effect on Sepiember 1. ^ 

f , ' - ^ 

Faculty Salary Scale Effective September, 1971 

\ ' Minimum Maximum 

Instru^or $ 7|r500 $11,000 

Assistant Professor 9,J)00 14,000 

Associate Professor * '12^000 17,000-^ 

Professor. ' " 14,Oo5 20,000 



' . f. <^ 
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FRINGE BENEFITS 



MEDICAL PROGRAMS 



A. Blue Cross and Blue Shield 

I ' . . ^ r, 

.Th^.JJniversit:y provides group medical insurance and paya for 
the coverage of the individual^ Family coverage is available, 

3ic£tl 



M^jo 



r -Medi 



Insurance (with TIAA) 



This is a voluntary contributory arrangement under which an 
individual 'is covered at a cost of $1.Q0 per month; the^family 
coverage is $2,25. The University contribution, which is con- 
siderably in excess of these amounts, is calculated according 
to a somewhat compliratejd formula, 

I ' , < 

C. TIAA Group , Total Disability Benefits Insurance 



All f ull-timd members of 
eligible to participate 
of service. The full ,cqi 
Alfred University. 



the, faculty and adriULnistration are 
in this benefit procfrcim after one year 
St of the progrein^ will be paid, by 



The betndfits Vill start af tei^ si,x months of disability. These^ 
benefits are as follows: ' | ^ » 

1. Monthly income Benefit - 60%fof the first $1 , 500 , employee • s 
basic, monthly salary 'and 40%r'of all monthly salary in excess 
of $1/^500 but not to exceed. $1 , 500 per month. Income bene- 
fits payable from gociaL Security and Workmen' s,. Compensation 
to be included in the above 60% and 40%, 

2. ' Monthly V>/ai\>er Benefit - payment of the TIAA-CREF .annuity- 

premiums on the employee's regular retirement annuity . 
{This includes both the employee's and the University's 
contribution toward the premiums.) 

3. The above two benefits will automatically dncrease by 3% 
annually to help offset the effect of inflation. 

In the case of extensive disability, whence, above is. neces- 
sary, Alfred University provides' full salary for the first 
six months of disability. 



RETIREMENT 



' ' / 

/ 

For purpose^ of determining d^tes of retirement, the fiscal y^ar 
will be used -effective July 1, 1968, For, example, if a faculty 
member or administralcor reaches 6 5 in August, 196 8, then 196 8-69 
would be his final year -on tenured appointment, 

A. Social Security . .. <> 

^IaII Alfred University employee^ are covered by and participate 
in the' Federal Old Age and Survivors Insurance Progra^n (Social 
Security). This Federally administered program covers retire- 
ment, death, disabitity, and family income. The employee pays 
one-h^alf the ^cost and the employer pays one-half. The base ^ 



changes only by Congressional action. For information on the. 
benefits in full, consult the Social Securi ty' Administration , 
Corner North Barry and Delaware, Clean, New York. 

B. TIAA and CREF - ^ 

All members of the 'faculty and administration are eligible fon 
^ immediate participation in. the TIAA/CR£F Retirement program on 
a v.oluntary^ basis. Parti-cipation n in the program is mandatory 
after a faculty member has attained tenure and an administra- 
tor has completed five full years -of service 'wi th .Alfred 
University. 

Employee^ contribute five percent of total salary. The Uni- 
versity, contributes five percent on tiie Social Security base, 
and twelve percent on additional annual salary. 

While participation in CREF is optional, an individual may 
elect to allocate as much' as seventy-five percent of his total 
retirement investment to this plan* 

III ;.I.FE INSUfWJCE (Equitable Life Assur^jnce Society) 

The University carries $6,000 of li fe insurance for a^^l employees 
who have been in the service of the institution for a period of 
thirty days or longer, and additional coytjrage for spouse and 
dependent children. 

An employee may elect to . ca^y additional-insurance equal to one 
and one-half times hik sa^ry rounded out to the next even thou- 
- sand. Vlhen this optioryls ekercised, the employee pays a premium, 
of $0.66 per thousand^,^^r month. This amount cons ti-tgutes appoxi- 
mately one-half of^he actual cost of the insurance; the addi- 
tional cost (whicn varies under certain^circumstances) is met by 
the University. - * 

,- . * . « 

IV NEW YORK STATE PROQRXmS FOR FACULTY AND STAFF OF COLLEGE OF 
CERAMICS ALFRED U^JIVERSITY • 

A. S'oci^lN^ecuri ty -coverage 

B. Choice o'f two retirement systems: y 

New York State Employees Retirement System (K.R.S.) 
2. TIAA/CREF , " 

V ^ p^vides disability retirement after 10 years service; 
1 and 2 provide for death benefi^ts; 1 provides vesting 
, . . rights after 10 years service; and 2 provides for imme- 
diate vesting rights. All required contributions for> 
these programs are funded by thi= State. ^ 

C. Choice of two health insurance, programs: 

1. Statewide (Blue Cross , Blue Shield, Major Medical) 

2. GHI" (Blue Cross, Group^Hdalth Insurance, Inc.)- 

D. Opportunity to purchase U.S. Savings Bonds by payroll deduc- 
tionfe . r 



Terminal life insurance and health and. Occident insurance 
through membership in the New York State Civil Service 
Association. 



September, 1971 



THE FACULTY LEAVE SCHOLARSHIP PROGRAM 



A.. .The purpose of THE FACULTY LEAVE SCHOLARSHIP ' PROGRAM is that 
of strengthening the academic position of the University by' 
furthering productive scholarship on the part of the., facul- 
ties. Scholarship is here interpreted to mean not only ori^ 
ginal creative research leading to publication but' also study 
conducive to the improvement of teaching. Projects proposed 
will be evaluated on the basis of their intrinsi^ merit and 
their value to the University. / 

AU faculty members on tenure shall be eligibl/ to apply for 
leaves^ under this ptogram. Leaves may be gran^eci for or>^' or 
two semesters but for not more than one acad^ic year. Nor- 
mally., a person who has been on leave under ,4:h is pro<^ram shall^ 
not bqf eligible to apply ^or a second leave until after fivB . 
.additional years of service as a member of the Alfred Univer- 
sity teaching staf"^. ' , 

C. Those participating in this prograift mjust a;^ree to return to 
the University upon the termination of leaves and remain as • 
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members of the University staff for a period of twp years. 
Should a faculty member on leave decid'^ nojt ' to return to 
Afred he shall be obligats^d-i fco reimburse the University in 
full for all monies received from the University in suppbrt 
of his leave. Any faculty member who resigns after one year 
of service following the termination of his leave shall be 
obligated to reimburse the University for one-half of all 
monies received from the University in support of his leave. 

Faculty members on l^ave under this program shall receive their 
annual, base salary in full for one semester, or one-half of 
thoir salary for two semesters, subject to the following con- 
ditions: the University reserves the right to deteri^iine when 
leaves shall begin and when they^shall end; if a., faculti^ member 
on leave receives financial assistance from sources bther than 
Alfred University hi^ combined income less project expenses 
shadl not exceed his annual base salary; where combined income 
less project expenses does exceed the annual base ' salary/ 
Alfred University's share ^hall be reduced by a proportionate 
amount. ^ 

-Formal application for a leave under THE FACULTY LEAVE SCHOL- 
ARSHIP PROGRAM must be made not later than December first of 
the year preceding the academic year for which the leave is 
requested. The application shall be submitted to the appro- 
priate academic dean who, after review and consultation with 
the departmental chairman and the Committee on Tenure and 
Promotion, shall make a report to the president. The presi- 
dent in turn, shall make a recommendation to the Executive 
Committee of the Board of Trustees which shall have respon- 
sibility for the final decision, 
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F. Wherever possibJLe the courses of the faculty member on leave 
under THE FACULTY LEAVE SCHOLARSHIP PROGRAM shall either not 
be offered during the period of leave or shall be taught by 
other members of his department. j 

G. One or more leaves may be granted under this program each 
year at the discretion of the president. 

ffective June 8, 1962 

I PRE-DOCTORAL SlUPPORT PROGRAM ' . 



A. 



•The purpos^ of this prograhi of pre-doctoral support is that of 
strengthening the academic programs of the Univ^sity by en- 
couraging promising young teachers to complete doctoral studies 

B. All members of the faculties who are engaged in dbctoral stu- / 
di^s and have completed' 3 years of continuous service to the ^ 
University shalL be eligible to apply for leaves and pre- 
doctojral support. 

C. An application shall be made to the appropriate academic dean 
• after approval by the departmental chairman. The dean, after 

a careful review of tlj.e application and a conference with the 
applicant, shall submit a report to the president. The presi- 
dent in turn shall make a recominendation to the Executive 
Committee of the Board of Trustees which shall have responsi- 
bility for the final decision. 

D. Leaves under .this program may be granted for one or two 
semesters but for not more than one academic year. 

E. Financial support provided by the University shall not exceed 
one-half of the applicant's annual base saj.ary. An applicant 
shall be encouraged to apply ^or a fellowship, an assistant- 
ship, or other form of support, with the understanding that 
Alfred University's f:^nancial contribution together with funds 
from outsid2 sources shall not exceed his base annual sal^'tyv 
If the total of anticipated income is in excess "of the appli-^*-^ 
cant|s base 1 annual salary, it is understood that Alfred Uni- 
versity's share will be reduced by a proportionate amount. 

F. Alfred University's financial contribution to this program 
shall be considered, normally, as ' a salary advance. After a 
staff member has returned to his teaching position, such ad- 

' vance shall be f^orgiven at the rate o£ thirty-thr^ and onb- 
third per cent per annum. Should the staff member not return 
to the University at the end of his leave, or^take a position 
elsewhere prior to the end of a threes-year period after re- 
turning from his leave, the amount or unforgiven remainder of ' 
such salary advance shall become due and repayable to\the " 
University with interest at six per. cent per annum at the rate 
of one-third each year for three years. ^ 

G. Wherever possible the courses of the faculty member on leave 
under thi^ prograun shall either not be offered during the 
period of leave or shall be taught by other members o% his 
deparvtment. 
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H. One ^c^r more leaves under THE PRE-DOCTORAL SUPPORT PROGRAM may 
be^autl^orized eaqjh year at £he discretion of the president. 

I. Fabulty irifembers who do not require a leave for completion of 
doctoral requirements may apply for a non- inter est bearing 
loan not toVxceed $500 as asi3ist^nce in completing research 
and preparing\he dissertation. All loans Will be repayable 
on the same terhis as set forth in paragraph F above. 



Effective June 8, 1962 



VII TUITION REMISSION PLAN 




The Alfred University Tuition Remission Plan has been^st2ibLished 
to provic^e educational privile^e^ and opportunities £or the 
spouses and dependent children o^xfaculty, administrative person- 
nel, and employees of the University. This plan shall be admin- 
istered in accordailt<^ with the following regulations. 

A. Tuition Remission/ o^lusivte of miscellaneous and leiboratory 
fees, shall be availffl^e to aJ.1 regular full-time faculty, 
administrative personnel, and employees of the University, and 
to their spouses and dependent children, in the College, of 
Liberal Arts, the College^^xf Ceramics, the School of Nursing, 
the J^chool of Business Administration and the Summer School. 
At the Graduate level, tuitidik remis&ipn applies only to full- 
time faculty and adminis trativoSpersonndl and their spouses. 

B. Tuition concessions for f ull- time\temployees of the University 
(other than the faculties and administrative personnel) , their 
spouses and dependent children, shal^tsbe available only after 
three full years of employment. 

C. Tuition remissions shall apply only tOydoih^es and curricula 
which are an integrated part of the U^versrt^ program. 



D. Eligibility for participation in the Tuition R^ho^sion Plan 
. shall be determined on the basis ox dependency. 

E. A determination shall be made by University officers at the 
time a tuition remission is granted with respect to the period 
during which the remission shall be operative and other condi- 
tions. 

F. Should the University employ the spouse of a student, that 
employee's spouse shall not be eligible to participate in the 
tuition remission plan. ^ 

G. Upon the death or retirement of a full-time faculty member, 
administrative person, or other employee, who at the time was 
eligible under the Tuition Remission policy, his spouse and 
dependent children will continue to be eligible for these 
benefits. 

H. The courtesy of a 1/2 tuition remission in the College of 
Liberal Arts, School of Business Admii)istration aind School of 
Nursing, exclusive of miscellaneous and leiboratory fees, shall 
continue to be available to, the dependent children of full- 
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Effective September 1, 1970 

VIII^Ui;riON EXCHANGE PROGRAM^ ^ 

SohLjef'^U is'posL'bL'for '^'^^'^'"^ °f the Tuition 

staff children to atteil i LLlT^'i^^ '^f^" °' ^^'^"Ity and 

on an exchange basis °^ colleges other than Alfred 



/ 




er of children which Alfred can "export" depends nnon 
'"irt Th"*^-^" colleges which Alfred^cceptl'^undL the 
whd^cL't^fn'h"' ^^'^-'^^^^'^y ^or us^o.acc^ulate 
Hild^n "^^'^ P^/'vide opportunities for 



The ndinber of Alfred children who can be "exDortoH" ^v. 



couege work"""' '^^^ P-Pa.atiL of appUc^^ts'for 



It should be noted that participation in the Tuition Exchanap 
Program is dependent upon certification by the President and an 
acceptance for such participation by the receLi^g institution? 
Effective February 11, 1966 



IX MOVING EXPENSE POLICY 



Alfred University's policy on sharing in the payment of moving 
t^P^arL^L^^^sr-^"^ °' the faculty and a^Str^tiris"^ 

First $400 - 100% reimbursement by a.U. 

Next $600 - 50% reimbursement b^ A.U. 

Next $500 - 25% reimbursement by A.U. 

or^mo^^^"""^ ^f^"^""e"»ent would be $825 on moving costs of $1500 
effect!" and^Ho''^ expenses refer to the cost of moving household 
.ettects and do not include one's personal travel. Also the 
moving expenses are not to include any storage charges/ 

Reimbursement for moving expenses is to be made to the indivi- 
dual after hp has submitted a, copy of the moving c6mpany«s bill 
to support his reimbursement. We will not authorize movincr 
companies to make charges directly to the University, nor will 
we accept c.O.D. deliveries. ^' 
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staff members of the Treasurer's Office and tKe Physical Plant; 
Departunent should not be asked to have any responsibility for 
•the i/eceipt^ of shipments. If a new staff member is unable to : 
be here when his shipment arrives, he will have to have a col^ 
league in his department or another friend be responsible for 
receipt of the shipment, as the University canno^ accept this 
responsibility. 

^ The shipment c^f books is normally less expensive via Paycel Post 
/ or R.E.A. rather than through moving firms, and new staff mem- 
bers should be encouraged to use this means of shipment. 

It is the policy of the University to pay for trailer rental 
when this means of moving is used in lieu of contracting with 
a commercial mover. 

Also, the University will pay mileage when one is pulling a 
trailer for moving purposes rather than using the commercial 
"iov^% In th ese circumstances^ the University will pay mileage 
at the rate of "'10<^ per mile but meals a'nd lodging will not be 
reimbursed. The mileage charge will be considered part of the 
moving expenses which, in tui^n, will be subject to the reim- 
bursement policry of 100% of the first! $400; 50% of the next 
$60ef; and 25% of. the next $500. 

Recommended by CcODinet, March, 1971 

Approved by President, effective April 2, 1971 

Amended August 11^ 19 71 
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COLLEGE OF. CERAMIC^ 

I RETIREMENT 



AH members of the faculty are required to join either the New 
York State Employee's Retirement System-or the Teachers insurance 
and- Annuity Association - College ,Retirement Equities Fund, The 

ufj" u of^operation of these systems are contained in booklets 
published by them. Should you have questions about retirement, 
consult the Personnel Office. 

A brief, though by all means not comprehensi ve, description of 
e^ch system is as follows: 

A. Employees' Retirement System - All benefits in this syst em are 
continge nt upon the completion oFlo years service . You may — 
retire at age 55. If you retire with less than 20 years, you . 
will receive a benefit equal to' 1/60 of your three year final 
average salary for each year of service. if you retire with 
more th^ 20 years service you will receive a benefit equal to 
1/SO of your three year final average salary per year of ser- 
vice. There are provisions for disability retirement and death 
benefits. Currently, there is no employee contribution allowed 
in this system. 

B, TIAA-CREF - Benefits in this system accrue after the completion 
of 13 months of service. In this program, individual contracts 
providing retirement and death benefits for or on the behalf of 
electing employees are purchased from TIAA-CREF, Retirement is 
possible. at any age and the retirement benefit is contingent - 
upon the amount that has accumulated in your account. There is 
a death benefit but no special disability provision. (See 
section of this manual describing the TIAA Disability Insurance.) 
Currently no contributions to this program are required but the 
employee may contribute any amount he desires in addition to 
that contributed by the State of New York. 

II HEALTH INSURANCE 

All full time employees are eligi±)le for ,^e State Health Insurance 
Program; e:jplanatory bulletins an^ applications are avaZlable in 
the Personnel Office, There are two options availableX<j.^flK^ach 
case the State pays 100% of the premiums ^or the employee ancl\75% 
' for family coverage. \. . 

At the time of enrollment, four weeks advance coverage is deducted 
at once, which guarantees continuous coverage in the event of tern- 
. porary or permanent separation from the payroll. 

If an employee is temporarily off the payroll for more than four 
weeks, he must pay both his pwh and the State's share of the cost 
directly to the Plan on transmittal forms aveiilable in the Person- 
nel Office, In this case, it is important that payments be made 
on time (i,e, every two weeks after the last payroll deduction), 
since coverage otherwise ends 28 days after the last deduction; 
it is the employee's responsibility to make these payments which 
will not be billed. 
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Employees having family coverage with dependents in college can 
continue coverage without additional charges for the student after 
the' 19th birthday (when dependent coverage normally expires) and 
up to the 25th birthday. Information is available in the Personnel 
Office. 
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POLICIES AND PROCEDURES 

m 

I ALFRED UNIVERSITY PATENT POLICY 
A. Faculty Action 

When a faculty member believes that he has conceived a patent- 
able invention, he shall prepare a disclosure of the discovery 
for transmittal to the Patent Committee of Alfred Univeristv 
The inventof shall not use leg^l language in preparing the Dis- 
fh™ah !J set forth in th^ lariguage of his discipline a 

thorough description of the invention, complete with illustra- 
tions when appropriate. The inventor (s) shall sign and date 
each page of the Disclosure and all sketches and data sheets 
To qualify as a legal document, the Disclosure must be signed 
and dated by at least two witnesses. since priority of concep- 
tion date is often the deciding factor in awarding a patent, it 
IS most important that the invention be declared as early as 
possible with the earliest- conception date verified by witnesses. 

.> If the Patent Committee concludes that the University has equity 
,in a patentable idea, the Committee may recommend such actions 
as the fallowing to Board of Governors of the Alfred Univer- 

^ sity Research Foundation; 

1. That the idea or invention be returned to the person or 
petvsons from whom it was received with the written opinion 
that it does not warrant patent action by the University. 
In this case' the idea or invention becomes the property of 
the inventor. 

2. Hhat the idea or invention be transmitted to a patent attor- 
ney for the prompt pursuit of a patent at University expense. 

3. That the idea or invention be transmitted" promptly to the 
Research Corporation (New York City) under the provisions of 
the agreement between Alfred University and the Corporation. 

If the Research Corporation decides against patent action, the 
Patent Committee may recommend to the Board of Governors of 
Alfred University Research*- Foundation such actions as: 

1. That patent action be instituted by the University. 

2. That an exploration of possible interest by another outside 
agency be made. 

3. That the invention be returned to the inventor. 

If the Patent Committee concludes that the University has no 
equity in the patentable idea, the Committee may recommend such 
actions as the following: 

1. That the idea or invention be forwarded to the sponsoring 
agency as may be required under the terms of the agreement 
governing the research. 

V3 2. That the idea or invention be returned to the person or 
persons from whom it was received with written agreement 
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that the University has no equity in the patent, since Uni- ; 
versity property r equipment # overhead # per^onnel-^ funding , 
etc. were not employed in its conception, in this case, the 
inventor (s) are granted full rights to pursue a patent in- , 
dependently of the University. 

B. The Patent Committee 

All matters involving patents shall be referred to the Uni- 
versity Patent Committee. The Patent Committee consists of 
a Chairman appointed by the Alfred University Research Foun- 
dation and three members of the faculty or administration 
who shall be appointed by the ChaiCKoan to consider a parti- 
cular disclosure. The appointed melmbers shall be knowledge- 
able in the specific area of the patent disclosure. The 
Chairman shall consult with the inventor before appointing 
coinmxttee members . 

All patent matters referred to the committee shall be con- 
sidered promptly and decisions shall be rendered at tJie 
earliest possible time. The committee may consult the 
inventor's departmental colleagues , with other members of the 
faculty, or with other appropriate persons. It is understood 
that no person or agency (Patent Committee, Research Corp., 
etc.) shall take steps in the evaluation of a patent disclo- 
sure that might imperil the patentability of the idea,*^ The 
actions that may be taken by the committee are detailed in 
Section A above. 

C. Ooropensation ^to the Inventor and to Alfred University 

If a patent is obtained by Alfred University, the Univerdity, 
in recognition of the services of the inventor, shall make 
provision entitling the inventor and his heirs or legatees to 
a non- as sign able share in any proceeds from the management 
and licensing bf such patent subsequent to Alfred U^veraity's 
recovery of the costs incurred in obtaining the patfei(it and in 
managing the patent in such matters as filing of foreign pa- 
tent applications And litigation in the courts of record to 
defend the validity, of the patent. 

If a patent is obtained by the Research Corporation or other 
such organizations, the inventor and his heirs or legatees 
shall receive a non-assignable share in any proceeds from 
the management and licensing of such patent, this share to 
be drawn from Alfred University's portion of the income in 
accord with the University * s ;agreement with the Research 
Corporation or other organizations. 



\th- 



ERIC 



The inventor's share of the income shall be recommended by 
the Patent Committee in accordance with the degree to which 
e University has equity in the patentable i^ea. However , 
^n no instance shall the University or the inventor^ receive 
less than 20% of the available income. In the case of 
patentable ideas originating with College of Ceramics faculty ^ 
o^, staff, the University's share of \ Income shall be divided 
as follows; 40 per pent to the Cerjimics Incom e Fimd, 40% to 
the private sector of the University^ and 20% to the Alfred j 
University Reseeurch Foundation 7 All, Patent Committee 
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recommendations are subject to final "approval by the Board of 
Governors of the Alfred University Research Foundation. 

The Agreement with the Research Corporation 

Those interested in^'^the details of the agree^nt between Alfred 
University and the/ Research Corporation (New York City) may 
obtain a copy of this agreement from the University Treasurer's 
Office. Essentially, this agreement provides that Alfifed 
University may submit Disclosures to the Corporation for evalu- 
ation. If the Corporation decides that the invention merits 
pursuit of a patent it proceeds t^'do so .at the expense of the 
Corporation. If a patent is obtained and producesiincome , the 
expenses incurred by the Corporation in pursuing the patent 
are covered by the Corporation's share q^f the income. InccJme 
IS divided, in accord vith the agreement, between the Research 
Corporation {^2^%) and Alfred University "( 57^3% ) , which recom- 
penses the inventor. The cost of litigation in the courts is 
subtracted from income prior to division «J|Qtween the Corpora- 
tion and the University. The Research Coloration uses funds 
obtained in this way, over and above expenses, to provide re- 
search grants to young University investigators who otherwise 
cannot obtain support of their research, 

# 

E . Inte rpretation 

The interpretation of this document shall be the responsibility 
of the. Chairman of the University Patent Committee or (on 
appeal from the in\/fentor) the President. '' 

Revised April 4, -i971 

II POLICY ON CONSULTING 

Consulting is a worthwhile undertaking which adds to the indivi- 
dual's experience, knowledge, and professional growth, enhances 
the prestige of the university, and may provide the consultant 
wi'th additional income. It makes available to the larger commu- 
nity the special knowledge, experience, and intellectual compe- 
tence of faculty members to the benefit of all concerned. ^ 

Moral and ethical considerations are inevitably present in this 
Activity. ^Some problems are conflict of. interest ,. interference 
with the performance of • university' duties, and improper use of 
ul^ii^J'ersity staff, equipment, materials and time. ' ^ 

' \ „ . . ■ 

The word "consulting" i^ understood to refer to services performed 

by\ a faculty member or administrator for an outsi,4e agency, which 

services are j^rimArily of an advisory nature. If any significant 

use of university facilities is involved, the phrase "sponsored 

research" is preferred. If the faculty member or administrator 

plays a role in the outside agency which involves, doing rather 

than advising, the phrase "part-time employment" is- preferred.^ 

It is the responsibility of the faculty member who contemplates 
any pf these activities, to inform, fully his depa-rtment chairman 
and his de*an. The administrator should inform fully his i-nwie- 
diate supferiqr. ^ <^ 
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In general/ .consulting either, on oan^us or'away of up to one day./ 
per week will be permitted^ provided that this can be aciQdmp^*'i5hfed 
without inter fere'nce . with tihe university responsibilities of the 
consultant. Any deviation from this, policy mu^t have the appro- 
val of the appropriate department Chairman and academic dean. 



^The consultant s^ 
make Hclear that 



uld take care'tb act aiSt.^an individual .an,d to 
dpes not speak for Alf ted 'University, 



The ..consultar\,t should examiae all aspects of his proposed acti- 
vity /so as to avoio those situations Which might lead to phargesj 
of conflict of interest or unethical practice. It is generally 
'not proper for faculty, oj; administrat'ors to serve as consultants 
on research grants ^or\ projects in the university, unless they 



were specifically identified as such, in the' grant 



proposal. 



'Any use of university f\acilities or technical BtalEf shall be 
^cleared in advance, with V^he appropriate d&an who bhall determine 
the proper, compensation \or such us'e,^ 

The essencfe of ;this" policyX i^s the requirement th^t full-time 
faculty and adinini str armors rnake clesir 4nd, compielJe disclosures 
^ to the appropriate department chairmen knd deans of proposed 
profess idnal act*ivities which\ diver^T the time And energy of the 
proposer ^tom the university to an outsi4e agency during the 
teaching cOt\*tract period. ./\ - . .' ' .} 



RiBcojranended by Deans Council sub-: commrt'tee 4/iS/ 71 
App/oved by Cleans Council J4/26/71, , 
Open Hearing;'^ Deans Councfil 5/10/71 
Approved by President effective Septembery^ 1 , 1971 



III POLICY. ON RESEARCH ON HUftANS ► 

Alfred University will be vigilant to prot^t th6 ri^ts an^ 
. welfegre of human subjectis used, in research rnves'tig'c^tions , 

v , The local Committee to Insure the Rights of Hun^n Subjects in 
Research will a'ct as the resource '^roup which wij>l"give adX^ice^ 
review and jsurveillance to the researcher with resect, to'his. 
experimental" design and procedures to insure the' wer^ar^rpf 
human subjects. 

-The individual, researcher will petition the local coiranittee fdr 
review and approval of his research design and proposed j^r^ce- , 
^ dures. The committee will review the strategies to be employed 
in gathering ^lata and securing "informed consent ," I^ the re\ 
s^rcher has insured t^e welfare of his hun^n subjects and the • 
committee is satisfied that he has secured "informed consent^ * * ^ 
approval will be' given for that particular piece of research 
provided that the investigator ^grees to consult with the commit- 
tee if any Changes are to be .made. 



If the comichittee is not convinced that the welfare o 

subject is adequately protected or that the risks q. 

posed progrcuti" are t6o great when weighed ^gainst ygs potential 



th 
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benefits,, the committee will make suggestions foj/ modification 
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'of procedures and give. approval only after the investigator has 
satisfied the committee's concern f or„ th^ welfare of the human 
subjects t;o be utilized, including the ri§k ihvolved in possible 
violations of the right of privacy . ' - > 

Fur thfe more, the committee members will seimple, at random, the 
human ^subjects- used "in ^the research and question them ora-lly after 
the experimental session in Order to be Assured that the*' exper- 
imental propedufes and debriefing confojcm to those agreed to by 
-the investigator. THie' oral questioning pf the sub'jecta wilO. take 
the form of assuring~the committee tha't -the weli^are and the rights 
of the subjTectS^ are not viGrlated > I ' T ^ '' 

Signed? Comjnittee to Insure the Rights^ of 'Individuals 

in Research on Humans *' . ^' 

; ^ Charles A. Gi'ffo?rd 

Leonard I. Ruchelmah 

• Lewis C.- Butler ' ' ' . 

Willianr C. Engram, Chairman 

, , ■ - ■ Febriiary '28, 1968 



th.the Conjmi'ttee's suVveillance function, the 
researcher is rjequestied to do the f ollowji^4^^^ 

Have all' subjects sign the following statement! immediately after 
the experimental session: I 




I, 



(sub ject *s ^hame) have been a 

research of 



voluntary subject"in Dr, ^ ^ i.coc«i.^ii ^i. 

19 and have "beep'> infoVmed of the purpose .of the research and 

of th)e deceptions employed in it. / 

Date: ^ 



File these signed statements with the chairman of the Committee 
every week during the data collectipn period. 

Notify the Committee if any changes in your design are 
contemplated. ■ ' ' ^ - >. 



TRAVEL EXPENSE REIMBURSEMENT I^OLICY FOR PRIVAtE SECTOR 

A. General Statement . e. ^ , 

The intent of this travelV policy ijs to establish principles by 
which, administrators will be reimbursed "for expenses 'incurred 
in travel on University business. In many -circumstan'ces all 
expenses will be reimbursed; however, faculty travel to meet- 
ings of ' learned. and professional societies will be reimbursed 
b'ased upon the All- University poMcy on faculty travel to pro- 
fessional meetings authorized by the Presi(^fent to b^ effective 
' Julv 1, 19 70. 

48 , 
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B. Cash Advance for Travel 

Money may be obtained ^S^oir^ the Treasurer's Office- as an advance 
for travel expenses. In s^ich ceises/ to eissure the av^ilcit>ility 
of cash, a. request must be\made to, the cashier in' the Treasur- 
er's Office at least five days ^in advance of depai*ture. The 
cash, can then be picked up 4urihg regular office hours (9j00- 
12:00; 1:00-3:30, Monday thrxpugh Friday) ptior to departure^ 

Such moneys .advancecf must be accounted for by filling out an 
expense voucher and* presenting ^it at the Treasurer 'a Office 
not later than seven -days after you ha^^e completed the trip 
"or the intended purpose of the advance. " 

C. Travel Expense Report 

To assure adequate reportinig of elKpenses , records must show the 
purpose of the expenditi^re , the date the services were ren- 
dered and the amount p^aid^ This is necessary not only for 
Uftiversit;y reimbursement *b1it als9'«b€rca\ise. individual tajcpa^ers 
are responsible for being able' to* supply detailed accounting 
for .reimbursed expenses'. Otherwise, the reimbursement will be 
treated as income to tfie indi\Fidual by IRS and -therefore be 
subject to income tax.,. The required travel expense*- r^ 
form to be submitted for redmburafement may be bbtain^ from 
•the Treasurer's Office. This form must be completed in detail- 

.and signed by' the A'dminiatrator seeking reimbursemient and it 
mua»t have the approval of his supervisor. Whereyer tbractical,- 
" bills and receipts should be attached to support expeMitures . 
The 'back of the form should be. used to explain exp^hditures 

-for entertainment and any other clarification j^ieeded. ^ The 
foirm is designed so that expenses may be Recorded on it direct- 
ly as they occur and thus save .transcribing other te cords at 
a later date to this form. 

D. Air Trave; 

Ai\ travel should be^ fjoach class whenever that cl^ass of ser- 
vic^is available.. Only wheh coach service is notN avciilable 
or irK^case of an emergency is first clas^ service to be used 
without prior approval Qf the Vi»ce Presijdent for Business and 
' Finance. {The President will be an exception to-tfvis policy 
when he take% -flights of more. than one'hour.) 

On trips to points west consideration should be given to 
flights out of and into Buffalo". ' Staff might JEihd ^flights at 
more 'conveniejit times and possibly shorten staff travel time* 
There is also a slight cost savings though this , is oi>ly about 
$3.00 when considering the mileage difference ^between .Alfred 
and thfe Buffalo or Rochester airports. 

E. Automobile Travel • ' 

Administrators will be reimbursed for the use of their per- 
sonal autoi^bile when used for official University business 
at the rate of 10 per mile. The University cainnot fiissumq 
the responsibility of the individual in case of an accident. 
The 10 ^ per mile -is based upon the owner of the vehiple having 
adeqxiatte insurance coverage. Gas, oil, and all main ten ai^ce 

' ' , / ; „ ■ " • . '■' 
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and depreciation is iincluded in the 10^ per mile payment. 
Parking fees and tolljs when necessary are reimbursed in » ^ 
addition tp the mileage p«j^i)t. « i* 

•Actual* beginning and eAding mileage should be recorded to 
confute the miles driyfen. sgxception will be allowed on trips 
to Rochester, Buffalo^ Syradnse and Albany where if actual 
mileage is not recorded the fbllowing amounts will be paid: 

J Buffalo • $18»00 

Rochester $15.00 

' * 'Syracuse ^27.00 

Albany $54.00 

F. Railroad Travel 

This form* of travel is almost fion-existent bu;t can be used to 
advantage ijn a few places. The most notable would be on short 
trips such as on. the Penn Central line between New York, 
Philadelphia, Baltimore, and 'Washington. Particularly on the 
Metroainers this method of travel is very comfortable and from 
downtown to downtown is as fast as air travel and considerably 
less expensive. r , 

G. Lodging and Meals 

Costs of lodging and meals vary greatly from location to loca- 
tion., thus arbitrary daily rates set by Alfred University are 
not feasible or dejSsirable. 

H. Auto Rentals 



Rental Autos can be a great cdnvenience and in some situations 
a necessity. However, it is also expensive evjen with the dis- 
count explained below so caution should be exercised when con- 
sidering auto rentals. \^ 

Avis, Hertz, ar^d National have a policy which provides a 20% 
discount on rentals to* colleges and universities. Usually 
personnel can obtain this discount just by identifying them- 
selves as representatives of a University though sometimes a 
clerk is not properly instructed and they may have scxne dlf'- 
ficulty. In those caiS^s the person should suggest to the 
clerk that he will go to the counter of a con^titor since 
they will grant you the discount. This may prompt the clerk 
to grant the discount and if not, then go to a competitor. 

In addition to the large national firms mentioneid, there are 
numerous other firms, many of which . advertise lower rates than 
those charged by Hertz or Avis. The Hilton Hotel chain now is 
in the car rental busini^ss and on6 Alfred University Adminis- 
trator recently rented one of their cars and had good service . 
as well as saved money. 

In renting a car, inquire as to what^ is included in the price 
advertised. ^The standard practice is to include in the daily 
and mileage^ charge all gas, oil and other operating costs plus 
^100. bo deductible collision insurance. Some companies adver- 
it t|ien charge for all gas and oil used. 

*■ ' 50 , .' ^ 
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I , * 

There can a^so be a difference in a "drop off" charge where 
one wishes io rent a car in one city and Ic^ave it at another. 
Between cerjbain points some companies will not charge ext^a 
for this seirvice." 

I . Travel by ^pouse * . ^ 

\ 

Alfred Uniyersity does not n9rmally cover the travel expenses 
of the spouse when he or she accompanies the Administrator 
(pxcept iW the case of the President's wife when „slje .acconS: 
panies hiip. on University business) . Under certain circum- \ 
^stances, the President may grant prio;r approval to^an AdminA 
istrator |Eor the spouse to accompany him or Jier at Alfred 
Universiti^ ' s exp^ense. When the spouse or a dependent -^does 
accompany the Administrator but at the expense of the? Admin- 
istrator^ Alfred University will reimburse the Administrator 
for hia expenses as though he were traveling alone. For 
example, Alfred University owill pay fo^ a hotel room at the 
single tate and the Administrator will then pay the difference 
' between the single and double rate. If air travel would.be 
the means of transportation if the faculty member or Adminis- 
trator were traveling without the spouse or dependents then he 
will b0 reimbursed for air travel even through he may^ use some 
other tneans of travel to accommodate his spouse or dependents. 
Also if the optional means of travel selected for personal 
^ reasor]is should require additional meals and lodging for the 

faculty member or Admin^trator , this additional expense shall 
not be reimbursed by the University,- 

J . Combined Business and Personal Travel 

When an adminis€ra^:or desires to combine personal travel euid/ 
or time with a business trip, this may be done. The principle 
to he maintained is that the expenses reimbursed by Alfred 
University shall be the same as if the person made the trip 
for business only. In other words, any extra expense result- 
ing from the extension of the time away from campus and ^the 
cost of a side trip for personal reasons is to be paid by the 
Adjhinistrator . 

, Authorized by President effective July 1, 19 70 

V TRAVEL EXPENSE, PRIVATE SECTOR, FOR FACULTY TO PROFESSIONAL 
MEETINGS 

. Ij: i^ the policy of Alfred University to encourage the faculties 
to* attend the meetings of learned and professional societies and 
to participate in the activities of such groups. Toward the ac- 
complishment of this end the following policies will be followed: 



College of Liberal Arts, School of Nursing, Professional- 
Lit;)rarjLans and School of Business Administration 

1. A faculty travel item will be included each year in the ■ 
Dean's budget, Advauices against this fund and requests 
for reimbursement from the fund must have the approval^ 
of the Decin. 
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2, ,A11 travel for which reimburaement is expected must be 

cleared in advauice vith ^e Dean, In honoring such pro- 
posals the Dean will make certain that cumulative allot- 
ments to a few individualrs do not deplete available funds 
to the extent of curtailing the opportunities of others. 

3, Reimbursement to faculty of travel expenses to professional 
meetings will be made on thte following basis: ^ 

(Ja. 'Up to $1Q^,00 reimbursemenW^er meeting for faculty 
traveling to a meeting withinS^^SOO mile radiu^ of 
Alfred, 

b. Up to $150,00 reimbursement per mi^^ting for faculty 
traveling to a meeting outside the mJX) mile radiu^, 

C: Faculty actually participating in (rather than merely 
attending) a professional meeting .may be reimbursed an 
additional $25.00 per day but not to exceed 3 days or 
$75,00 over the limit established in (a) and (b) , 

4, Requests for reimbursement must include an itemized state- 
ment of expenses. All travel expense reports must be sub- 
mitted to the Treasurer's Office within one week after a 
faculty member has returned from a trip, 

5, It is assumed that the least expensive farm of travel (e,g,, 
air coach) will be used\. irWhen personal cars are used« 

(sdte page 49) reimbursement is made at commonly accepted 
rates f with the understanding that payment to the car 
owiker shall not exceed the qoat of air coach travel for 
th^ distance involved, 
I 

Approved by Deans' Council - April 13, 1970 
Authorized by President effec:ive - July 1, 1970 

VI CPLLEGE OF CERAMICS TRAVEL POLICY 

A. Funds are. provided in the budget of the College of Ceramics 
for necessary travel by the Faculty, Since travel expenses 
are paid from the Divisional budgets, it is essential tJjiat the. 
Head of the Division approve all travel within his Division in*^' 
advance. In times of severe budget limitations, the Dean o^ 
the College may require that his permission be obtained ^or 
travel. Travel outside the northeastern United States (roughly 
west of the Mississippi or south of the Ohio River - Mason- 
Dixon line) requires the approval of the Dean at all times. 
Travel outside of the country, including Canada, also requires 
the Dean's approval. Faculty should use a Travel Authorization 
Request in making such requests, ^ 

Travel advances may be obtained with two weeks advance notice 
from the Alfred University Treasurer's Office but require 
authorization by the Dean, Assistant Dean or the Director of 
Business Affairs, travel expense reports shWld be slibmitted 
to the Business Office within one week following the completion 
of the trip. As a general policy, faculty members are permitted 
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to attend one major meeting per year of their professiqnal 
society. It may be necessary at times to impose an ex]^endi- 
ture ceiling for a given trip as, for example, when several 
faculty members wish to attend a given major meeting and funds 
are limited. , ^ 

It should be emphasized that receipts for travel requests, o 
hotel bills, etc. are essei>tial if reimbursement is expected. 
A meeting registration badge is not a satisfactoty receipt for 
proof that a registration fee was paid and a receipt bearing a 
signature should be obtained. A list of hotels and motels 
offering "state rates" is available in the CTollege Business 
Office. / ' , 

B. The following is a summar>', of Audit and Control rules and regu- 
lations regarding reimbursement of trave^Bxpenses. For a com- 
*plete discussion of these regulations you' are referred to the 
"Traveler's Guide for Preparation of Travel AccoAints Payable 
from State Funds," December 1970 whi9h is available in divi- 
sional offices or the Business Office. 

1. Eligibility for Reimbursenfent of Travel Expenses 

An employee is eligible when performing "officJ^al duties" 
outside his official station. Official station is the 
city in which his office is located. Expenses incurred 
in- an official stiation are normally not allowed unless 
prior approval has been given by Audit and Control. 

2. Use of State Transportation Requests 



\ 



\ 



\ A State Transportation Request may be used to purchase 

\ tickets on common carriers where the cost is one dollar 
or more. In so doing,' no cash payment is necessary. 
The original copy of t/he Transportation Request should 
be appropriately filled out and given to the ticket agent 
from whom service is purchased. The memo copy, filled 
oht with the Scune information, should be retained by the 
traveler and submitted with his expense voucher. In using 
Tran^ortation Requests it is necessary to make advance 
reservation as required by specific carriers. Plane 
travel will be at "other than first class." If not pos- 
sible, the subsequent travel voucher Should contain the 
statement \only First Class Seats Available." The seat 
check must attached to the subsequent travel voucher. 

Cars \ 

\ , ^ 

A State car is the most economical means of travel, espe- 
cially for several^ persons traveling together. Personal 
cars may only be usdd when necessary to complete official 
assignments if State ^cars are not available or travel by 
common carrier will cause undue delay. Travel in a per- 
sonally owned car will be reinKbursed at a per mile rate 
based on AAA mileage charts. Tolls and "necessary parking 
charges" will be reimburseci if receipts are submitted. 
Mileage reiionbursement Inay be reduced to "first class R,R, 
fare if in the State's interest." This means that if you 
drive your car between points where public transportation 
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is readily available at lower cost, you probably will be 
cut. Where personal cars are used, the following statement 
must appear on vouchers requesting mileage reimbursements: 

State car was requested on (date) but was not available 
for this trip." In the College of Ceramics, State cars 
may be reserved at the Maintenance Office by filling out 
the appropriate section of the Travel Authorization Request 
Form. ^ 

Rent-A-Car - * 

A» rental car may be acquired if "in the State's interest." 
This means that suitable public transportation is not avail 
able for your^heduie. A justification must appear on the 
subsequent travel voucher. There is some risk to incurring 
such expenses since judgment of the suitability of the jus- 
tification is made by the Department of Audit and Control 
and advance approval cannot be obtained. A Transportation 
Request should be used to rent the car. 

Meals and Lodging 

Hotel lodging, three nteals and incidental, expenses will be 

reimbursed on the basis of a per diem allowance. Applicablt 

rates are available in the Ceramics Business Office. 

a. A special per diem will be allowed when lodgin'^ accom- 
modations are taken in apartments, rooming houses, * 
tourist homes and private residences, other than homes 
of members of traveler's family. 

b. Original lodging receipts are required as evidence of 
overnight stay and must be submitted with expense 
vouchers . ^ 

c. When an individual is in travel status for less than a 
full day, and incurs no lodging charges, he will be 
reimbursed on the b^Asls of a set rate per meal. 

Meal expenses will be reimbursed when time of departure 
from home at beginning of trip necessarily occurs before 
the following hours: (If employee leaves from office, 
time of leaving office will govern.) 

Breeikfast - 8:00 a.m. 
Lunch 2:00 p.m. 

Dinner - 6:00 p.m. 

Meal expenses will be reimbursed when time of return to 
home at the conclusion of a trip necessarily occurs 
after the following hours :^ (If employee returns' to 
office, time of return to office will govern.) 



8:00 a.m. 
2:00 p.m. 
7:00 p.m. 



tA4. 

d. When an individual is in travel status overnight, but is 
not eligible for reimbursement for three meals, an appro- 
priate amount will be reduced from his'*per diem allowance. 

Examples: 

1) An employee leaving home after 7:00 p.m. on Monday, 
and going to an assignment in the New Vork City area, , 
and returning home before 7:00 p.m. on Tuesday would 
receive one day's per diem allowance less the rate 
for dinner. 

2) An employee leaving home before 7:00 a.m. on Monday, 
and traveling to an upstate ^rea, and returning home 
after 7:00 p.m. on Friday would be entitled^ to four 
days* per diem allowance plus allowance for three 
meals on Friday. 

' . I ■ ■ . . ■ 

Use of State Lodging Requests 

State lodging requests have' heretofore been used to pay for 
overnight lodgings. These are gradually being phased out 
and when current supplies of lodging requests have been ex- 
hausted, new ones will not be issued. Because of this, in 
some instances* hotels and motels are now refusing to accept 
state lodging requests. 

Should you use a state lodging request tl>e ojpiginal form is 
to be completed and given to the concerrv from which lodgings 
have been purchased. The duplicate Copy, also completed, 
should be retained and submitted with the travel expense 
voucher. Remember that the ch^argp for lodgings must be ab- 
sorbed within the per diem allowance. Probably it will be 
increasingly necessary to pay cash for lodgings. In making 
reservations, therefore, it is advisable to be assured in 
advance as to whether "government" or "State rates" prevail 
at the place where you intend to stay and the amount of this 
rate. In this way you can determine in advance whether the 
lodging cost can be accommodated into your per diem allow- 
ance. If you are paying for lodgings by cash you should 
obtain a Tax Exemption Certificate from your Business Officp 
and present it to the toom clerk in order to aVpid addi- 
tional tax charges. 

Avoid making^ "guaranteed" reservation i f there is a like- 
lihood that it will not be used, since the University will 
then be presentedxwi th the bill. 

Miscellaneous Expens^ 

Telephone and telegraph charges will be allowed if "in the 
State's Interest." An explanation must be made on the sub- 
sequent! travel voucher. ^ 

Up to $3.00 will be reimbursed for expenses incurred at the 
beginning (and/or end) of a trip for travel between a 'com- 
mon carrier terminal and the traveler's home. The scune is 
true in picking up or returning a State car. Receipts are 
not required for taxi, bus or limousine charges. Costly 
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taxi fares are likely to be cut, however. Parking fees, 
highway, and bridge tolls are reimburseable. However, 
unless receipts for such expenditures are submitted with 
travel expense vouchers, reimbursement will not be made. 

t 

VII PROFESSIONAL PUBLICATIONS 

Copies of all professional publications should be sent to: the 
Dean of your college, the Ctmirman of your department, the Her-> 
rick Library, and the Presid^i^t of the University. 

VIII GUNS ON A COLLEGE CAMPUS \ 

\ 

Recently, the New York state Legislature in Albany passed a law ^ 
which went into effect on Septembe^AjL, 1969, restricting the pos- 
session of firearms on a college campus in any college build- 
ing. (N.Y. State, Penal Law 265.05, Subdiv. 10) 

Mr. Everett Shults , Alfred University's attorney, advises that 
all University owned faculty housing is included within the 
meaning of this law. 

Please be advised that any member of our faculty, administration 
or supportive staff may receive written permission to possess 
firearms by applying at the office of the Provost. 

If any laboratory experiments, either research or teaching, in- 
cluding R.O.T.C., involve the use of firearms, the office of the 
appropriate Dean should be notified in writing stating the time 
period when they will be in use on campus. The Dean will ac- 
knowledge the receipt of this information. 

IX ANIMAL POLICY 

A. Animals must be on a leash whenever they are on the University 
campus. Animals will not be permitted in University buildings. 

B. For violation of the above regulation, the animal owner 
(whether student or University employee) will be subject to: 

1. First Offense - letter of warning 

2. Second and Subsequent Offenses - $25 fine or referral to 
civil authorities for each offense 

C. Animals whose owners cannot be identified through tags or 
other means will be considered strays. Such strays will be 
delivered to the Town Dog Warden, Dr. Johannes, at his animal 
hospital in Almond, New York, Dr. Johannes will advertise 
over a five-day period in the official town of Alfred news- 
paper. The Wellsville Reporter y in an attempt to locate the 
true owner of all healthy dogs and cats. If the true owner 
is not located. Dr. Johannes will seek to find a responsible 
owner. Where this is not possible, strays will be destroyed 
in accordance with existing State Laws. 
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X ALCOHOL POLICV 

\ 

Faculty or Administrative gjl^oups 
pus at which alcoholic beverages 
ments through the Manager df the 



who wish to host events on cam- x 
will be served must make arrange- 
S^xon Inn at the Campus Center. 



XI JURY DUT? 



When an Alfred University employee serves oh a jury, the University 

1^'°?''^''''^ regular salary or wages as though he worked ^Is 

regularly scheduled hours. In return for the University°s con- 
" ^oIi?ri°''*.K 1?"^ employee's compensat;ion, the employee agrees to 
remit to the , University the remittance he receives from ?he county 

th'at' is^orovfn TV^ ^^"^ '"^'^^^ reimbursement ^ 

that IS provided for, in that payment, travel and meals. 



Xil MEDICAli EXAMINATIONS 



Effective 1972-73 all new employees will be required to have a 
medical examination within one month after taking up the appoint- 
ment. At the time that a new employee signs up 5or fringe bene- 
fits in the Controller's Office, hfe can also sign up for an ap- 
pointment with the University Physician. Any negative medical 
findings will be reported by the University Physician to the 
appropriate supervisor. Such negative findings could, if serious 
enough, jeopardize reappointment. This new program applies to 
faculty, administration and supportive staff. New appointees 
will have a copy of our form mailed to them with their contract. 
They may choose to have their Family Physician fill this » out and 
return to: # 



Dr. John J. Vage. 
A.U. Health C ^ 
Alfred Unive 
Alfred, New 
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CLASSROOM POLICIES 



I 



CLASS ATTENDANCE REGULATION 



"Regular class attendance is expected of all students. Each faculty 
member may establish his own regulations governing attendance of 
his classes. 



9 

II EXPULSION OF A STUDENT FROM CLASS 

Statement directed to the Faculty from the President 9/6/57 

. The following recommendation concerning the procedure to be fol- 
lowed in the expulsion of a student from class has come from the 
"Index Committee." Will you please follow this whenever you are 
confronted with a problem requiring such action: 



"Expulsion of a student from class is a function of the 
appropriate administrative officer, normally the Deem of 
tfje College. If^ a student becomes a "problem," academic 
or otherwise, and in the judgment of the teacher, a persona- 
non-grata in class, the case must be referred to the Dean 
ofothe College. It may be so referred through the Chairmem 
of the Department, who certainly should be informed of the 
nature and disposition of the case." " « 



III REGULATIONS GOVERNING THE PROCTORING OF EXAMINATIONS 

'■\. 

A. All aids, other than those specifically authorized, must be 
deposited at the front of the room. 

B. The proctor will place students taking the same examination in 
alternate seats. Alternating should be by straight rows, with 
students seated one behind another. Where there are too few 
seats for this arrangement, it is desireable ''^that different 
forms of the scune ex cuni nation be given or that arrangements be 
made to use more than one room. The Registrar will be pleased 
to help instructors locate suitable rooms for examinations. 

C. The proctor will give his full attention to his duties and 
remember that the best proctoring is preventive. There should 
be at least one proctor to every 30 students. If additional 
proctoring help is needed, it may be arremged by the instruc- 
tor concerned or by the academic dean. 

D. If two or more proctors are assignied to a room, they must not 
converse in a manner that will disturb those tciking the excims, 
nor should they stand together. 

E. If he is certain, that a student is cheating, the proctor may 
take up that student's paper. 

F. Any ir\structor who believes that his relationship with his 
students is unfavorably affected by proctoring his ovm exami- 
nation may request and obtain assignment of a proctor from his 
academic dean. It is understood that this procedure depends 
upon mutual exchange of services by instructors who wish to 
avail themselves of this opportunity. 
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« SERVICES 

I OFFICE SUPPLIES 
A. Private S ector 



For off,iqe supplies, a Supply Requisition Form is to be filled 
out, approved and signed by the Department Chairman or Super- 
visor and submitted to the Office Services Office. At least 
n^L^nTf allowed for the request to be pro- 

cessed And the individual (,or department secretary) must pick 
up the /supplies from the Office Services Office. If any-sip- 

^nn«nir!K"^«^'^ '^^^"^ .appear on the requisition form, 

consult the Business i^^anager. 

College of Ceramics 

supplies are available in the Stockroom. This 
in th^vifLge ° specialized art supplies not availably 



II PURCHASING * ^ *"*■■"" — . 

A. Private Sector 

When a faculty or stafl^ member wishes to have the University 
purchase any equipnfent br materials (e.g. lab equipment) "It • 
must be .done by PurchasA Order which is approved and signed by 
the appropriate Department Chairman or Supervisor and sent out 
oy the Business Manager ' ^office . 

1. Type all information ori the Purchase Order. 

^' ^^^^ °^ Purchase Order which is marked 

Departmental Copy" and retain for your office file. 
3. Send the remaining three copies to the Business Manager for 
his approval. Be^r in mind that, once it is signed by the 
Department Head, your account will be encumbered for the 
cost of the particular Ftem or items. ^ 

You w^ll be notified by the Director of Physical Plant when 
your particular i tem"" arrive s . 

5. Should there be any discrepancy in what you order and what 
has arrived, you should gonsult th^ Business Manager without 
de 1 ay . 

6. When the invoice arrives from the vendor, you will be con- 
tacted before the University pays for the item. If every- 
thing IS in order, a check will be processed automatically 
for payment . > 

7. You should contact t^he Business Manager if you a^-e in doub-t 
as to whether or not a Purchase Order is needed, ot if you 
have other questions directly related to the Purchase Order, 
vendor, etc. ' « . 
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B. College of Ceramics 

g steps in procuring supplies and equipmt 

\ 



Follow the following steps in procuring supplies and equipment 
needed: \ ' ■ . 
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1. ,0b tain as accurate information as possible about the* item 
neede'd, i.e. source, part^ number size^, col^ ftfodel , etc.# 
Estimate «cost or give exact cgst, if knovm. ' 

2. Obtain d^pa^^tinent head approval to charge against the 
departmental budget. , ^ • 

3s, Send the request to tj?e Business Office for ordering. 

4. yvil deliveries will be received and checked in the Receiving 
^Section. The' material will^then be delivered to yQur- de- 
partment. No delivery should^ be accepted from any carrier 
or salesmcui without notifying the I^eceiving SecticCh or Pjur- 
chasing Office. Materials, equipment,, etc.y sho\al(3 be " 
inspected immedi-ately to determine: 

a. Correct quantity 

b. Condition of nateria*l * ' ' 
;,c. Correct specif icatiort"^ per ordfer , *^ ^ 

In the event that goods are not satisfactory, the shipment- 
is to be returned .to the vendor by the" Receiving Section., 
Please also notify the Purchasing Agent.-- 

5. No purchases whats6evef are to 'be made without the^ knowledge 
of the Purchasing Agent. This includes . things Sa6h as re- 
prints of technical papers as well as Routine" equip'tnent^ 
repair (unless on contract). ' „ ' 

6. A few State of New York purchasing rules must be complied 
with in order to expjgdite purchases. * ' % 

.a. If applicable, supplies mustj be purchased ffom ah e^xis't- 
ing State contract. Prison Industries 6r Industries for: • 
^ the^Blina. . ' ^ ' 

b. If order is between $300 to $500, suggest ishree suppliers, 
if you know of them. ■ * . 

c. If order exceeds $500^) it Wi 11 , probably take Idngerr , as 
State approval is required. In this case, please « supply 
complete specif ications and the names an-d ^addresses of 
at least five potential vendors to whom bi^s can be' sent. 

'This will expedite processing slgni f icantlj^ in '^Ibany . ' v.' 

Note: , When' there is only one-'poasible supplier,* i^t vrill 
be rSecessary for you to WBite.a sole sourfte justification. 

d\ Any time you need •Het'p i^n finding possible suppliers*,' . 
catalog descriptions , 'estimated prices or other similar 
information, please .feel' f^ee to check with 'the Pur-* ' 
, chasing Agent who h.as- many catalogs, a Thomas Register, 
contract information and a .,wil*Jcrngness\,to help out. 

ORDERING TEXTBOOKS ^ ^ , ... 

There ajre' two bookstores in Alfred.^hich hamdlfe textbooks; the 
College Bookstore (Crandall's) on North Main , Street and the Box 
of Books on We^t University. » ' ' 
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A. College Bookstore , , ' ^ ' 

^ \ \^ " , . \ 
The order for textbooks should be turned in at least one month 
r before classes afor that semester begin. The special order 
form should b^ used which is available ^ from the store. The 
ijiformation required is: "course number, instructor '.s name, 
number o^ books estimated to' be requi^^d, ffomp'lete title of 
book, author/ edition; and publishing compaQ.y, also whether 
, bboks are in hard cover" or jj^aperback. ' Any additional expenses 
^ indur^red "due to late orders *^i 11 be charged to the University,^ 

B . Box of Books y „ « ' - 

\This store' is run byiMiss Hazel Humphreys, a special order form 
\ 'i^ *again to be us^d which is avail^le' from the store. .The 

^aihe requirements apply here as apply for the College Bookstore*. 
Miss Humphreys requests ^ih addition, however, that ihstructdr^s 
inform (their students aW soon as possible, and in detail^ the" 
author,, title.f edition; etc. of the books' they will be required 
^ t.Q buy. apd th^ stdre from which they may be obtained. ' " 



IV.. „lfNIVERSITY ACTIVITIES CALENDAR 

The Director of the Campus ' Center maintains an Activities Calendar 
at the ^Campus Center which lists all the activities of the faculty 
and studetits; when they are to be held and where. The director 

, should be informed at least one month in advance if a faculty 
.zTiember wishes to schedule some activity such as a meeting, a lec- 
ture, a slide or movie showing, etc. The special form to be filled 
out should be obtained from the Campus Center dtesk. Available for 

" such activities . are : Ccunpus 'Center, Myers Hall {Room 34), Physics 

- \ Hall {Room 14), Howell Hall, and South Hall {Room 6). No smoking 

is permitted in Myer^ Hall, and South Hall. Refreshments siich as 
coffee, tea, donuts and such can be arranged for thro'tSgh the Cam- 
pus Center.^ Movie and slide projectors are Also available from 
. .the Campus Center". « " ' ^ ■ 

y - PHONE CALLS ' • , 

" . » * ' ■ •» , 

^ No pers^onal long distance phone call^ should be made from Univer—o 

- . slty. telephones .J If it is- absolutely necessary that such a call 

be made* from a University telephone, the calleir should ;Lnstrucf 
-*'the opTprafeor tio charge the call tA the caller's home telephone 
and not unddr any circumstances to^ tlie /University. • ' ' 

-Vi university' buildings * \ ■ * , 

Bui^ldings ' aj^e open from 7:00 a.m. to 11:@0 fi.m. Monday through , 
Friday. All faculty a'rid staff members shouI(3 have keys to the 
o. biii Idings 'with. "which they are concerted. 

• Qpllege^ b£ Cercimic s buildings are.qpen from 7t00^^a.m. until 12:00 
midnight for general use. Graduate students are permitted to use 
the rf cicilities be^tween midnight and 7:00 a.m. but under'graduate 
students, must obtaijn permission from the Dean of the.College to 
use . th^ facilities 'during these hours.* Keys to tHe buildings", 
your office or a laboratory or studio are available in the 
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M^jntenance Office. VffikeDissuance of key^ to studentj::^ is con- 
trolled by a key authati^wj^ion card' which -must be signe^ by the 
stiideat's immediate aupervisor and the Dean. \ . " 

Emergencies - Should any problems arise during normal University 
hours, first consult the building custodian. If this proves - * , 
impossible or unsatisfactory, call the?. Director of -Physical Plant 
(871-2154). ^n case' of an emergency out of University hours, 
call the Heating Pl'anb (871-2157). , 

VII PARKING •> ^ ' . 

*Cars should be parked irf" the parking lot assigned to the parti- 
cular building involved. Faculty and staff members will be in- , 
formed as to which this is at the time they pick up their parking 
stickers from the Physical PlanC Office." Please park in the 
prcpper parking lot ! . ' 



VIII INTRA-CAMPUS MAIL. SERVICE 

If- a faculty or staff member wishes to semd notes, letters, ^ 
" meinos, etc. to other members of the University faculty and/or 
admihistration, he should -use the Capipus Inter-Office Mail Ser- 
vice. This service' pperates Monday through Friday. Mail is 
picked up and delivered at least once a day.. In each building 
on cfampus one person has been designated to receive the Ceunpufe 
Mail, but i.t is the individual's reEftoris;vbility to deliver his 
outgoing mail to and pick up his incomindf mail from that person*^ 

r College of ^Ceramics outgoing mail should 'be delivered to the 
Mailroom ^riof. to 4:00 p.m. each day in order to- get to the Post 
Office in time to be mailed. 



IX UNIVEI^ITY PRINTING SERVICES - ^ . . ~ 

There are several places on campus 'where materials can be 
printed,, mimeographed, xeroxed, etc.* ' - 

A. Campuis Center ' - ^ 

The Campus Center has 'facilities for printing posters . A 
special form has to be filled out which can be obtained ei,ther 
at the Campus Center desk or from the Director of Student ' 
Activities, whose office- is in the Campus Center. The only 
stipulation is that the request for posters be turned in two 
weeks before they apre" wanted. . * ^ 

B . Herricl€' Library ^ . . 

The Library Yias a xerox ijiachlne which may be used- for having ' 
library^ materials copie*d., •< . , 

C. Office Services Office (Greene Hall) . ^ 



This office has both a mimeograph .and ^cerox service. These 
.services may be used at any tim^ during regular University 



business hours. 
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^ \, 

Mimeograph .service should be utilized for large amounts of 
copies (100 or more). Stencils should be typed by departmental 
secretaries or Ccin be done by Office Services Staif for a 
nominal fee , 

o 

Material to be xeroxed should be typed or very legibly written. 
(Books can be copied) . , " 

Please allow 48 hours or- so for work to be done. 

Oth^r services available ,are: addressographing , autotyping, 
and metering postage, 

ALFRED UNIVERSITY 

RE: OFFICE SERVICES: Addresso- 
graphing, Mimeographing, 
» * Xeroxing, etc, 

^ ' • * 

DATE: September 27, 1971 ' : 

TO: Business Faq^lty (Faculties, Administration, etc.) 
FROM: Office Services, Room #3, Greene Hall 

\ Because, of the large number of job requests, we are asking 
• your'cooperatipn. / • 

When you come to us for assistance , we will provide you with a 
written request form (see /Sample) . This' will expedite our 
services to you. ' , 

SAMPLE ' 

\ 

JOB REQUEST FOR OFFICE SERVICES « - 

DATE^ REQtUEST SUBMITTED: - 

DATE NEEDED: . / 

COPY: " ' 



JOB DESCRIPTION: ADDRESSOGRAPH MIMEO XEROX ET®, 



MATERIAL FURNISHED: 
MATERIAL NEEDED: 



****************************************************** 

ACKNOWLEDGEMENT FROM OFFICE SERVICES ON JOB REQUESTS. \ 
DATE REQUESTED.J ^\ . ^ * 

DATE ALLOCATED: \ ' ' ' 




SIGNE _^ 
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D. Ceramics College 

' ' The Ceramics College does have a ,xerox machine but it is not 
to be used by other ,f acuities of the University. They do, 
however, have other services available to the general faculty. 
S^e College of Ceramics Supportiag Services. . . 

J! 

X uni\/ersity vehicles 

■ « 

Requests for use olkUniversity-owned cars, busses, or trucks may 
be made by faculty meftlbers o^, the private sector to th^fe Office of 
the Director of Physical Plant. 

A. General Information - - 
« • 

1. The Motor Pool Department provides automobiles f&r trans^ 
portation for university business for members of the faculty, 
staff and .students . 

2. The 'automobiles are maintained by the Physical Plant Pepart- 
ment and all reservations will be hand^jed by that office. 
In order to assure that a vehicle will be available for 
your use make reservations well in advance. 

3. If you decide not to use the vehicle please cancel as soon ^ 
as possible as we generally have a waiting list. A $5*00 
charge will be levied against the department for failure to 
.cancel a reservation. • .> 

_B. ProKredure for Reservation' . 

1. Call the Physical Plant Office (ext. 2154) between the hours 
of 8:30 a.m. and 4:30 p.m. Monday through. Friday, or stop 
by the office . ^ - 

2. Give the clerk information as to th»E destination,' length of 
of use, department and name of the person using the vehicle. 

3. Pick up keys,' mileage form, and credit card for gasoline' 
prior to . leaving . ' 

Procedure for Return of Vehicle 

1. After completion of trip return vehicle to the Physical 
Plant Building and lock. 

2. Rejiurn jkeys , completed mileage form, gasoline cre4it cards , 
and any receipts promptly tTo the Physical Plant Office.. If 
returning after hours, place all 'forms and keys in slot of 
door. 

3. Please note any problems with vehicle that should be 
corrected. 

4. Insurance forms, vehicle registration and what to do in 
case of an accident are loqated in the glove compartment. 
Report all acqidents promptly when returning vehicle. 
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5. Any damaqe costs ,as j result of an accident that has been 
determined to be the fault tjf the driver will, be charged 

- to the departn\en.t using the vehicle. Actual cos^ of the 
repairs or the mi^nirnum deductible will determine \the amount 
to be charged. i ^ 

6. Always use seat bcj'Lts and shoulder harness while driving. 
All passengers shci)uld be encouraged to do likewise. Newer 
vehicles require t[hat ali passengers' seat belts be fastened, 
before the buzzer iwill b''; , silenced . 

7. Any suggestions t0 improve service will be welcomed, 

1 ' . 

D. Cars . ' I ' . . . 

i 

Departments using Motjor Pool passenger cars will be charged the 
stand^^rfi rate (10 cenjts per mile) est;abl,ished by the Motor . 
Pool. Normally reimbursement will be made for the .Use o'f p4- . 
vate automobd les.' on ly when a University car has been, requested 
but no'Tie has been available. When personal' cai;s are used, 
■ r eimbursemertt is made at the same rate. ■ 

I! . B us so s ' ' 

'I'he Lfn.L vo rs'i ty busses transport students to athletic practices 
and ot^er events on Jericho Hill fields. They also may be used 
to take students to events of instructional or cultural inter- 
est in the area. Administrative offices and academic depart- 
ments using the vehicles' wril be required ,to pay the following 
rates: ''^ - . ' 

Local trips (w-ithin the villag^e j|fin4 to Jericho Hill 
field?) — , $5/hour . ' ^ 

Out-of-town trips — 40 cents per mile . - 

F. Trucks ' • ' 

University trucks are available to individuals only on a cost- ^ 
plus L)asis, to include driver and vehicles. 



xr IIQUSTNG, . . • I 

Alfred University owns forty-four units of housing consisting of 
houses and apartments for the-use of faculty and administrative 
.staff members. Three different University ojfices assist new 
facility with various aspects of housing. 



Placement of, Faculty 



Faculty ilouying Office 
BCisinca^-ft^ager , Carnegie Hal) 
Te Icphone: 871-2131 



Maintenance and keys 



Director of Physij 
Physical Plarvt 
Telephone: ^1-215 4 



Plant 



3 . Rental.., 



Business & Finance Office 
Carnegie flail 
Telephone: " 871-2127 
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New^ faculty may rent any available unit of housing up to, but 
not exceeding five years. 

A listing of rental properties ,^.as well as for sale properties^ / 
will be furnished to any interested faculty or adjninistrative/ / 
staff member upon request to the Faculty Housing Office, ^ 

' " ' • / 

CERAMICS COLLEGE DATA • / 

THE BUDGET PROCESS 

Preparation of the College's State Budget Request ttx a 'particular 
fiscal year (Apri\ 1 to March 31) begins ^n late ^bru^ry or March 
a yea^' in advance of the time when the Le^slatup^ will take final 
action on the Budget Bill, ^y' 

Department and Division Heads present ■ their. 'Requests at hearings 
with the Dean and the Faculty Budget Committee* in the spring in 
order to formulate the f>reliminary request for funding for the 
fis,cal period one year hence. The Facult'y^Budget Committee recom- 
mends priorities to the Dean who, y^^ith the assistance of the Busi- 
ness Office staff, formu4^tes the basic request. After the re- 
quest has been cleared through the Vice President for Business & 
Financfc ah(l approved by the President, the Business Office staff 
physica 1 ly j prepares the preliminary request and submits it to 
State Univ^jjrsity Central Adminis tratioi^l. Campus officials normally 
defend the ' pre liminary request at a hearing with State University. 
Budget Officers sometime in June, 

The request then may be adjusted based on recommendations evolving 
from the hearing, administrative decisions and the need for ad- 
justments in the "base" which may have developed since the process 
was^ begun . 

Tho final request is prepared throjaqhout the summer months and is 
submitted to St»ate University Budget offices in late summer. Any 
g^necessary final adjustments are made at this time and State Uni- 
versity then transmits its -total request to the Division of the ■ 
Budget in the fall. It then becomes part of the "Executive Bud- 
get" submitted to the Legislature by the Governor usually in late 
January fot passage by April 1. 

/ 

The College also maintains an ."Income Fund" Budget which has bc-.en 
in the range of approximately one-fifth the amount of the 5t;,at;e 
Budget. The steps- in the preparation cycle a^^e the same as those 
for the State Budget except that because this Kudget is adminis- » 
tor(?d by ^Alfred University not as much lead times^is reqti-irod. 

MAINTENANCE 

If repairs or. modi f ications are necessary iti the area under your 
supervision please submit a Maintenance Reque^^t form to « Main- 
tenance Section. Most plumbing, electrical and .:arpentry work is 
within the capabilities of this section. 



Faculty Council at present 
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Ill i?ivCiU::TARir-:s 



Secretaries are assignor! to '^e various administrative offices of 
tj?e college and to the faculties of the divisions. The Engineer- 
i?.n<j arid .Science faculty has two se^tre tar ies. as well as a secretary 
to the Division iload. The Art^nd Design faculty has. two^ secre- 
taries, one for faculty work and one fey: the Division' Head. Quite 
often the secretary to the Division Head can also do work for 
faculty and they ohoul;! be consulted on other, alternatives when 
the work load is hicfh. It is- also possible for the Secretary to 
tht? Director of Rdsearch,- the Director of Supporting Services and 
the Assistant Dean to do work for faculty when the t^ormal faculty 
secretaries aire extremely busy. 

IV SECURITY 

All buildings are patrolled hourly Monday tlirough Thursday between 
the hours of 10:00 p.n. and 6:00 a.m. Friday through Sunday, the ^ 
buildings are pa t ;:o 1 led, be tween the hours of 4:00 p.m. and 8:00 
ci.n. An attempt i!^ made to have a janitor on duty in'buildings 
which are utilized by students during the hours* not covered above. 
These personnel are charged with the maintenance of order and the 
protection of property and are not a disciplihary organization.-: 
They will be happy .to assist you in any way they can. ^ 

V rUJPi'ORTING nKRVICFS GROUP 

The Supporting Services Group exists for the purpose of serving 
the educational and research program of the college. It?* is com- 
posed of three shops and the Kiln Room. Those wishing to use 
the services- of those facilities deal directly wit>r\±heir mana- 
gers, (^omplaints or otJier such problems can be taken^^t^ the 
Director of Supporting Services in the Research Buildi©g> 

't'h o Tnstrunent Shop 

'Vhc Instrument Shop is quite we Pls^ equipped to handle most of 
th'-' ociuipment building - metal wof^ing jobs that it is asJced 
to perform. c^stablished in 1948 it>vhas grown from a one man, 
-one lathe, operation to a four man sn^g. It occupies the 
entire basement of the Research Bui 1 ding^-ii^ind Bi niis-Me r r i 1 1 . 
ri/ie Man<ujer of the shop is authorized to re^tK;t jobs where the 
d/rawing:^ and/or description of the work to be dbriq appear to 
H(» inadequate. Priorities are normally assigned by*^t^e Manager 
• l^ut v/hen too many high priorities are demanded the Dir^eetor 

of Supporting Services assists in assigning them. Faculty and 
r>taff should deliver theTr drawings directly to the Manager to 
issiirr ftiat he is aware that their job is in the* shop Stu- \ 
dorit s shoulcJ obtain the permission of their supe*"vising pro- 
fL'SSor bf»fore submitting work to the shop. When funds are 
available from grants or research contracts, the project will 
be billed for the material and labor. 

' ^ • ^ J^D ''^ _ ^]JA H t Shop 

This is a two-man shop located in the Engineering Building 
(.I-iU(i<j.) and it has extensive facilities for printing (off- 
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set) and the production of a wide variety of audio-visual aids. 
Projection slides of all varieties are produced in black and 
white or color. The shop takes photographs for these and 
other 'publications and can produ<?e prints up to 8-1/2 x 11". 
Originals can be enlarged or reduced for use on the overhead 
projectors. 

Printing is accomplished by \he use of two off-set processes 
which can take a variety of paper sizes ranging from IBM cards 
to 11 by 17 izi^es. Stapling capability is to 3/4 inch and 
cloth or glue Infrared binding is available for books up to 
four inches thick. Photos may be dry mounted and laminating 
facilities are available. Since 1^71, facilities have been 
available for preparing tape-projector presentations using 
both cassette and reel type recording. 

C . Electronics Shop 

The Electronics Shop is located in the Research Building behind 
Binns-Merrill Hall and is equipped to deal with most problems 
involving electronic equipment. Special equipment for research 
or instruction is designed and built by the shop. A principal 
function of the facility is to keep the electronic equipment 
of the college in good repair. Repairs can also be made to 
such specialized equipment as temperature recorders and con- 
trollers and the x-ray equipment, although, in some cases, the 
service of a company trained repairman may *be required. 

D. Kiln Room 

The Supervisor of the Kiln Room in liinns-Merri 11 Hall oversees 
all aci'tivity in that facij,^ty except the art glass blowing 
operation. He is pfesponsxble for the operation and repair of 
all kilj.ns and orders and stores material such as kiln furni- 
ture and other refractories.' He assists the personnel in the 
other laboratories of the college in matters . involving fur- 
naces,- thermocouples and temperature measuring and recording 
equipment. 
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SPECIAL PROGRAMS 
I SUMMER SESSION . ' 

Alfred University has a 9-week summer session which is- broken into 
two periods : 

Intersession - the three weeks immediately following 
commencement 

Regular Session - the six weeks following the Intersession 

The faculty are requested to submit during the fall semester the 
course that they would like to teach the following summer. This 
schedule is set so that a catalog can be prepared and the publicity 
secured. Faculty are encouraged to devise special programs which 
can receive state or federal support. These are arranged with thte 
Director of Summer Sessions and with the Director of Development, 



II ALFRED UNIVERSITY RESEARCH FOUNDATION 

The Board of Trustees established the Alfred University Research 
Foundation in 1945 with its stated objectives being "to promote 
education and industrial progress by training and developing per- 
sons for the conduct of investigations and research: by acquiring 
and disseminating knowledge of scientific and technical character; 
by fostering and encouraging education and learning in the funda-- 
mental and applied phases of the sciences; and by doing coopera- 
tive research," 

Although its original objectives were broad and have never been 
completely realized, the Foundation has supported through the years 
scholarly research done by the Alfred University Faculties , 

This support takes the form of summer research grants, three each 
summer, for assistance in writing, publication, equipment, travel 
or clerical help. 

All applications for grants are reviewed by the Bpard of Directors 
of the Foundation, 

Income for operation of the Foundation is derived from the over- 
head charged on research contracts (50-80% of salaries) , 
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LIBRARIES 

HERRICK MEMORIAL LIBRARY 

Herrick Memorial Library is the gift of Margaret Brown Herridk in- 
memory of her husband, John Pierce Herrick, a long-time frienid and 
Trustee of the University. ' \ 

A. Essential Information 

"Vital" Statistics: 132,000+ volumes as of May, 1973 

1,400 current subscriptions to journals 
b 21 newspapers 

550 serials , 

LI&RARY HOURS A.M. P.M. 



Monday through Thursday 8:00 — IT? 00 

Friday 8:00 — 10:00 

Saturday ' : — ^ 9:00 — 10:00 

Sunday — 1:00 — 11:00 

PERIODICAL ROOM HOURS ARE POSTED AT MAIN DESK 

LIBRARY HOURS DURING VACATIONS, INTERSESSION AND SUMMER SESSIONS 

ARE POSTED 

ARRANGEMENT / , 

MAIN FLOOR: Lobby/ Reference Room, Browsing ' Room, Reading Room, 
Offices . ^ • 

SECOND FLOOR: Stack Room and Reading Area, Faculty Room, 
Children's Room, Lavatories. 

GROUND FLOOR: Periodical Desk, Periodical and Newspaper Collec- 
tion, Periodical Indexes, Microfilm Readers, 
V File (Painpl\Let Case), Reading Area, Lavatories. 

Herrick Library. is changing its 132,000+ book collection frdm 
Dewey Decimal Classification /.tp the Library of Congress Classi- 
fication system. YOLTr PATIENCE IS NEEDEDl To find the loca- 
tion of books it will be necessary tor all patrons to use the 
card catalog, copy the class number from the upper left-hand 
corner of the catalog card accurately , and to read the labels 
at the end of the book stacks. 

All new acquisitions are to be classified by the LC (Library of 
Congress ) Classi fi cation system. 

> 

Temporarily, books with LC numbers will be shelved on the 
second « floor . 

READ AND OBSERVE THE LABELS AT THE END OF THE STACKS - such 
information- is to help you locate th« book you need. 



.79 



71 



ERIC 



• How To Get The Book You Want 



Open Shelf Books: 

1. All books are listed in the Card Catalog at the right as you 
approach the Main Desk. The Card Catalog is divided. The 
sections nearest the Main Desk are arranged alphabetically 

by AUTHOR and TITLE and the sections by the door are arranged 
alphabetically by SUBJECT, Copy down the entire CALL NUMBER 
which appears in the upper left-hand corner, of the catalog 
^card, and which shows the location of the book on the shelves. 
Books located in the Ceramic Library are stamped "Ceramic 
Library." 

2. Go- to the stacks to find the book which is shelved according 
to call number. 

3. Where-, is the book if it is not in its proper place on the 
shelves? 

a. If it is a REFERENCE book (lettered Ref.) it is shelved 
in the Reference Room, and can be used only in that room. 

b. If it is a Reserve book, it is obtainable at the Main Desk. 

c. It may be in circulation. You may check on this possi- 
bility with the assistants at the Main Desk- 
Faculty Loans 

Faculty and Administrative staff may borrow library materials 
for the duration of the current academic year. All materials 
must be returned to the library on or before the Saturday pre- 
ceding Commencement each year. ^ 

The foregoing is necessary in order to take a proper inventory, 
ajid more importantly so that library patrons may h-ave rightfuL 
access" to the materials concerned during the summer months. The 
library reserves the right to recall materials that have been 
requested by other patrons after three weeks. 

The families of faculty and administrative staff, as well cis all 
other college employees, must observe the rj^ormal borrowing reg- 
ulations. 



Reserve Books 



To place a book on RESERVE: : Send list to Circulation Assistant 
or Readers' Services Librarian well in advance of assignment. 
Telephone requests are NOT encouraged. Books and other library 
materials can be' placed on 

CLOSED RESERVE - for use in library ONLY except for over- 
night use. Some books placed on closed reserve are 
marked permanent reserve and cannot leave library at 
any time. 

SPECIAL RESERVE special reserve books are sometimes placed 
at the Main Desk. Such books may circulate for a period 
of > days . 
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Personal copies may be pjaced on Closed or Special Reserve. 



* A faculty member nay char'^e out a oook indefinitely from the re- 
serve shelves IF the book has been placed on ragjferve by him for 
his classes. ■ 

To have more complete knowledge of'' Reserve Book procedures, it 
is a good idea to study THE LIBRARY GUIDE for regulations to 
students. 

Inter- J ibrary Loan for Faculty o 

If the instructor wishes to borrow from another library it c^an 
be done through inter- literary loan. Request forms are available 
at the Circulation desk- The form must be filled out completely 
before request can be sybmitted. The library pays for postage 
and insurance up to $1.00, Any charge of $1.00 or over must b^ 
paid by the instructor or charged to his department. It is ne- 
cessary for the chairman of the department to sign for such a 
request.. Inter-library loans usually take two or three weeks to 
arrive. The lending library ususal^ly lends for two weeks to one 
month. 

EHiotocopy inq 

llerrick Library owns two duplicating machines which can reproduce 
» pages from most books, periodicals, and microf i Im. A coin-oper- 
ated machine is near the Main^Desk. Cost: 5C per page. 

For copying service, take material to be xeroxed to the Main 
Desk. In general copying is done on request, but extensive 
xeroxing may take longer. Information about material to be 
copied must be cjiven clearly on photoduplication form or the 
.material will not be copied. Cost: IOC per page. 

^- MICROFILM HEADERS 

Microfilm readers and a microfiche readier are available in the 
Periodical room. The library's xerox machine reproduces micro- 
film. Requests for such material should be made at the Main 
Desk. Personal charges for the copied mater-ial are to be paid 
on receipt- of the copy. Instructional material charges may be 
paid for by the department r 

C. /Exhibits and Displays ^ 

Interesting exhibits appoi^ throughout the year in«the exhibit 
cases in the entrance oj'the Library. Also, displays of books 
of interest to students/ and faculty appear from time to time in 
the LOBBY. The pottery, in the LOBBY and MAIN READING ROOM is , 
|q:om the student collection located in the New York State 
.(^olleae of Ceramics. 

D. Acquisitions Policy of Herrick Memorial Library 

1. The Library Director ^nd the University Faculty are respon- 
sible for a well-balanced book collection, by a plan of 
' systematic selection. 
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2. Each department, with the approval of its chairman, is respon- 
sible for selecting library materials in its discipline The • 
librarian sends or makes<yai lable bibliographies, publishers 
catarbqs. Choice, etc. to all deibartments to aid in this 
selectidi^. When materials are riady for circulation, Depart- 
ment Chairmen are hotifiegl. ^. , - 

/ ' . ' 

3. The Librarian in consultation w^th the Facul tyLibrary Comraitii- 
tee allocates the amount of money for each departmenl*^ ' 

4. Requests for material for new courses and/or strengthening 
the existuig collection (e.g. basic volumes)* are made by each 
department with approval of its Chairman. Requests for new 
courses should be in at least six weeks before course is to 
begin. (Note: The Librarian is willing to select and pur- 
chase basic vplumes for any discipline if the .department 
concerned provides the funds, either grant money or a portion 
of its allocation,) 

5. The general library allocation is administered by- the LibraMan 
and includes reference books, periodicals, most serials, and 
materials not covered by departmental allocations. - 

6. An account of expenditures and books mortgaged will be sent to 
the department monthly. The closing date for departmental 
order will be April 15 of each ^year. After this date the 
Librarian will generally not accept department orders.' Any 

^remaining funds will be spent by tJn^ Librarian. 

7. A mimeographed list of acquisitions ( Ex Libris ) is compiled 
monthly and sent to faculty and various administrative offices 
and interested persons^^ An annual list of periodicals is 
also made aval lable ?f or general use. 

8. All gifts of library materials aire welcome. The 'Librarian 
reserves the righ^^to disp^ose of such gifts in th^ best 
interests of the Libt.ary. 

9. Stress is on quality of^the book .collection . To attain this 
end, all departments and faculty are u^ged to help weed ouT 
unnecessary volumes-; to present suggestions for deleting any 
periodical titles no longer needed; to hold requests for 
additional copies, ephemeral material , and textbooks to a 
minimum;- and to discuss any material needs with the Librarian 
or Chairman of the Faculty-Library vCommi ttee . 



Order A Book 



1. All requests for books should be submitted on the Library 
Request ♦Cards . (These may be obtained at the Main Desk at 
the Library or from the Chairman of the department.) We 
earnestly request the co-operation of the faculty in complying 
with the ins t ructions on the cards . Please type the titles 
requested. Publishers' advertisements may be attached to the 
^Request Card if this Additional information is considered ax\ 
aid to the Acquisitions Librarian. Please date any requests 
from' out-of-print or second-hand book catalogs. We endeavor, 
obtain such items as rapidly as possible; much depends on 
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"2. The Chairman "of .each' Dcpartmcmt mu^ siqn' Vhe Request Car^' 
^. before they are " b r^ought to the Libro^V- \ * 

J. [rt-6rdO'r to ^^pced bho. process of (^rde r i nq, i t . is syiggested . 
* that requt^sts bO sui^mittt^d at an even ratie throughouji: 'thfe 
yciir 'rathef than being submitted en gidsse 'just before j:h.e v / 
doadliRo. .^5^ ' ' . " . „ -s^,,.', 

■ * ' ,. ■' * *' ' . 

4. - V'/hen the new ""books a re^, ca ta ^og^d ■ /and' i-(^,atiy for uSe, nati.fica- 

tion {the pink 3 x' 5' shee't from tho Library Multiple Order 
Foi;m) is ser;\>t tp the,, 'Chairman of' the Department, who is re- 
sponsible for passinq,'-on this information to the faculty mem- 
\bers in hi? department. Periodically, the J,il>rary issues a ' 
subject list of pecent .acquisitioni^^ ^ • 

5. The" librairyT'endeavors to comply and fulfill eraeVgency requests 
for lib^fary laato.rials. . ^ 

To, Order A I'o'riodtcal • ' 

Rtxquf-'Sts for novvr ^u6^scriptions to tho Periodical List\^flay to^j 
made tit *any t inie . ^ «. " 

Tho Chainrfan (jf -4ho yp'o^^Dar tment must; sign ^the^ request . ' If back 
volumes are dca i rod-' ruVto Ihison the request f o rm/ ' P Tease in* 
alude le.nqtfi of run arm if the printo'd form or microfilm is pre-^ 
fejrrod. The purchase cV bapk 'flumes depends' on the "av^i labi-li ty 
oC funds. WJien -a now tAtle is added, the library presumes the 
subscr ip)t ion is to btujin with No. ] of current ' volume . 

I'eriod-icals > ^ \ ' * ' . 



Horrick Library subscribes to over 1 , 400 periodicals.., A list of 
tho porrodicals arranged by subject, is avadlable at the Period- 
ical i?oon Desk, . Main Desk and on the INQEX, TABLK in the REFEp:NCE 
Rr.X)M. . ^ . / » , ; 

"^All periodicals arc sh©Ived in th\e Periodical Room except for the 
^cu^rent issues of popular titles located in the. Browsing Room and 
.^the current issues outside the Periodical Stack Room. 

Faculty moi;]ibers^ may enter the room t,o browse a-t any time. The 
hours durincj which the room is open are posted outride the Per- . 
iodical Room., If tfio room is locked, f acu 1 ty« .meml^e rs may obtain"* 
'\-x key at the; ^iiain desk. ' ^ " 

Lndex-es^ to ^periodicals are shelved in the pei;iodrcal poom,,on 
-tfhej ground floor the Library. ' 

[ f ^ t:i .f^ticulty meavbe r ■ wishes ; to take a p'er.iodical ^rom the "Library , 
"ho is" given* a two week chargo-out. .He must leave a record of 
what he h as taken on a slip tp be fi^^l^d in the Periodical Room^ 
.This . char«}e is " rQ.newable if ^>ere is no demand for the periodical 
All p^'riodidals shoulH be returned at the end of each semes teV" , 
ancRla new charge-out *nade if further use of,~fchem is reque^sted, 
llo sbu^'lbnt^ may. take periodicals from the Libra ry^g^ No one ex- 
cerpt faculty members, I'ibr^ary st^-ff and the student on duty in 
the Periodical 'RoQm 'rti ay. en^er thfe Periodica.1 Room withput ob- 
taining special permissi^on from the Head Librarian* .;» 



^ R-U-URT/VN'T - Tho KUTAkY WlilJ.iLS^ on tho TAHMi, outsido Periodical, 
Hoop, indicates' the lioldinq of ' por i -^d ica 3 s in Merrick Library. 
PI.LASL:, use this reference tool before requestinq periodicals. 

M.'n.rn(M;qrciphed lists of i)eriodic.1l\s aro available'on the I*Nni;x 
:"A.'<:.i. in,, thf> !^j;i'i:!?i;::ci: p()()rA)\ - • 

I'aculty l^cjon ' , ,j ' " ^ , 

Thf racuUy Ror,:-i. -on Llu> Jfjeconc^ Vloor for'-'BTUDV ONLY T mee tincjs 
can he hfld only, in exlrenic circunis tahces 
' ' * , , o * * 

- •• STATL! CdLLKGf::. .or CI! PANICS AT " • 

. o • A;,FP,i:D UNIVtiRSITY ' . 

Tiir: .scur)Li;f; i/niRApy or ' ci;R/\hics " . . : ' 1 

A. General. . ' ♦ ' . 

' i , / , . . • g - •* 

Thf library of tiu' IJew Y-ofk- State Colleye of QpralTiics at • 
Al f red. Uniyt-rsity was estabiisfied a.t binns-Morrill .XialM' in > 
r)-r/, anc" i.s now situated ih the netv J,ibrary-F.ine Aj-ts' ^^m- 
pb.^x which, was > completed in 10 73. ''It haS^. boon naned after' 
Dr. ;:anur'l H. Scholes, who -encou railed Lt^s de J opmtMi L'-, and; >• 
'contain:-, t lie V4nJ\choLck Roadinq Loar..je ; . i n rc^co<jn j tion of. 
Mj,ss^ i::-) I 1 y \*;- V^inSchc^i c!-v,» L .f i rr,-tM'lbrariari . •• - , ' 

In 1047, lh(> IjbTuryJiad ^77' boohS, few periodi ] s and a 
:".i..^wo..l. l..iny of f jafis>j.>h b^ t and . f"' t h^.. r , r («^ f o r^nce materrals. From 
Un-oo oarly dayi,.^ ,i t !ras .boon a non-c i/rcul.atinsj roferenl-c. 
i L b r 1 r y , a 1 1 h otr j h i t Ji a s i ; eo a ^ nU n d - po.": i b 1 e * ' o 1 e nsX rna tor i a»I 
t-o bot:; r*><--ul^y md fVir'u.if . , ; t u.k\n t .3 ^'V°rocal!. . 

; new Scholes hi b rary ■ o f ,Cera:n j cs ili-an enclosed four-floor 

.^••t ruotuFo. wh L ch. is .1;part»of thr^ n-^w [.ii^r iry-Fine (\i'ts build- 
_in-[. J t. cantai>ns approximately '30 )000 s^iuarc^ feet of floor 
■;!'ic:o, wi.ll liold 1 I'0 , 000 ^ vo] unu':^ , and seats about 250 users'! 

w ^ - » 

" ^.r- i.>) (>.«^(>r.L .ool b\*'ti gn of approxM'Mt- ly 5 ;^ , 5.00 indexed or 
0. classit iod items, rohsLs'j::j^ of M)cr[t :^(/,000 booko,. 10,0(30 • 

b'^i-HrporiodiVals antl serial'^, .-ind ]0,"iO0 r.ther monographic, . 
,a re f f • f(*: :o(^s . . v, . 

As well as .'jpecial co 1 l(>cti on.s in t^h'^ fie la of (;:e ramie art 
and teciinoloqy, the bibrar,y cov.. r.\ \c h ^^'X tenrled to many new 
a;;LMr> o/'scLonee and' technojofy, s acli^is *i )o t a 1 lur'yy , ecology,^ 
- 'ort^anrui rajMiy , surface chf^nistry, rys La 1 J (3 jVapliy , and _ - 
t.ht MTic^dv n ai'u OS ^ ' • 

. v^n unu..;ual^ <-ollectifnr o f ..books, on .ooiilpt lire , i.^ain'tincj., cfraph^ 
ICS, an^i '^her, crafts is s upp l/'i^H-n ted l^>'*,ja carefully selected 
repress (Ml L at I t;n o f b^joks on' ir t his toi^-o, • rchi tecture r and 
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!'i;e p(M- 1 f h1 i rv i j iiursefiai collection fields are t^-ist as broad 
'ind siini t Leant . I'roi" app rr)xi ma te 1 y 1 7 50 ■ per i odioa 1 - t i_t 1 eja , 
about 1 360 u:e current , s ubs cr i f>t i ' •n? . I'hese ^titles include , - 



15*1 periodic3.1s in foreign languages and a nlimber of others 
which are not available elsewhere in the 'United States." 

^" ' ' 

Consequent ttD recent cooperation »a union list is now on hand, 
wljich informs library users of all periodical;, and serial 
titles availn^ble in the three academia li£>rari;es in the village. 

The new library facility fconsxets of four" floors which start" 
• on the second flooo: level of the building. The first or law-^' 

est floor contaifis the book S"tack area, thie current periodi-- * 
'^'cals, a conference room, ^ and an instructional materials or 
audio-visual robm. . The Technical Services and the" Serials 
Sect^ions 'of the library/ are managed on this floor in the Tech- 
nical Services Workroom. 

Referenx^e service^ and controlled circulation is situated nrear 
the library, entrance on the second floor. Thi*s floor also 
houses Q reference and reading ro6m, a sf^ecial collections or 
rare book area, the VanSchoick Reading Lounge,- and a student 
typing roo"tti. Activities on this floor are centered in the 
Readers" Services Workroom. " ' *\ 

By the top df the stairs on tho third floor is the, 'office of 
the Library Director. The remainder of this floor" contains 
the periodical and serial collections and ^^equate seating 
accommodation. ' -'^ . ^'^> - 

The fourth or uppermost floor contains a concentrated libera^ 
• ture research area, although thef more regular facilities in 

this field are situated in, the reference room on the main 
p Xloor. This floor/aiso contains the government research re~ 
^ ' poXts>? col lection , a microfilm reader room, the staff lounge," 
a cdntrolled duplication room, and storage rooms for both the 
doilegci reports, and microcopy. 

The card catalog of ''the collection is to the right as one 
enters the library,* and reserve books are available at the 
controlled circulation desk. Lavatory facilities are avail- 
able on the first,, third and fourth floors inside the Library, 
and outside the entrance on the second floor. 

C. Policies • 



.Although library hours are decreased and posted when regular 
classes are. nOt in session, they are normally as follows: 

Monday through Friday 



Saturday 
Sunday • — 



8:00 


a 


m. 


- 5»30 


P 


m 


7:0'0 


P 


m. 


- 11:00 


P 


m 














1; 30 


P 


m. 


- 6:00 


P 


m 


1:30 


P 


m. 


- 5:30 


P 


m 


7:00 


P 


m. 


- 1-1:00 


P 


-m 



LX. Acquisi^tions , ■ 

The policy; regarding/ purchase of literature for .the libr'ary 

depends to a great, extent on the educational progreun of the 
College. 
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In addition to this influence, the- collection is intended to 
<li.vc effective and reliable refenenc^ services to l^eep the 
clientele abreast of current development in the field, to 
art)uye the intellectual curiosity of the student, to maintaiti 
tlu? superior status of the library collection in the field of^ 
ccranics, to make available pertinent c±)stracting and indexing 
;u'rvi"cos which miqht be used in any institution by which a 
■jrMcluatinq student will bo employed, and to supply a very 
1 imi ted solGCtion of recreational readincj material. Consis- 
tent with such quidelines, the policy has been to purchase 
only one copy per title of a book, except in special circum- 
:itances, to attain the greatest magnitude of coverage the 
library bud jc^t car^ withstand. 

..(>ok SL' lection i:3 carried out by the library faculty with the 
jss I s f. ance of menibers of the Library Committee, each of whom 
rcnj{>ons ib le for hi^ or her related fields. Other members 
')! t:hL' f acul ty 'and students are welcome to assist by recom- 
rtMulLH'; iho purchase of pertinent literature through their 
rcl it^;>cl iTU'nibbr nt the Library Committee . 

rticr*' uc^, occasions when rec^'^ested material cannot be ptrr--''*' 
• '-h I ;•"(,! tliii' t.o L nsuf f 1 cien t f unds . ' " 

<iiitii ^'f related literatu.re are always ~ we 1 come , ^;iIthouqh the 
Library Director nuai have thc^ privileqc of appropi^iate use or 
dis[)osal.. If yuch qifts are used as income tax deductions^ re- 
la txui appraisal rests with t,hc doncM' ^and not the /library, ^ 

t:i rcu l.it L on ' . 

' 

huoks and other requl>ir library material ma^ be borrowed from 
the library by faculty and graduate studerrfs only. 

lixcept; for re'ference material and reserve books, these items 
are borrowed at the- Ci rculation Desk. Books shelved else- 
where i^or protection n^ay also be borrowed, although th-ey are 
consic^erud as^ reserve books, ^ 

Although there is no loan period for items 'Which are borrowed, 
they must be r6checkcd in the library before -the end of each 
stMiiostor. ^ ^ 

^ . ■ 

[f ,1 (iji^o r rowt^ r leav(?s the village lor any period of time, all 

itens on loq,n must be returned to the library. This allows 

Llu^ t.'ollecje to maintain a reference cqI lection available to 

all students and faculty. 

Thr spouse -^nd family of a faculty or administrative staff 
m(>nl)er rust observe the same regulations as regular students 
.when usinq the library for courses they are attending. 

A member of the staff services the Reference Desk by the en- 
Ir^yure durin<i all open houVs of the -school year. This librar- 
ian can help or juide a person to someone who -can help with 
^ny proi)lem related to the library, I f an item is not where 
it should be , or di rect ions are requi red , the Ci rcula t i on 
Desk staff should be consulted. 
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' > •* 

' I 

F. Reserve Books 

Before any book is assigned to students cLS a text for a course, 
the library should be informed so that library copies can be 
reserved. 

Regular course reserve- books should be listed and sent, rather 
than telephoned, to the Circulatio'h section of the library 
^ before being assigned to the students. If plenty of time is 
not allowed, 9onfusion can occur^ 

G. Interlibrary Lostn ' ' 

When it is f^iund that specific references are not available on 
the campus, forms are available at the Circulatior^ Desk to be 
filled in and brought to the Reference Desk or the Readers' 
Services Workroom. 

Such items may be borrowed through interlibrary loan by the ' 
staff for faculty aaid graduate students. If a faculty member 
feels that such an* item is required for an undergraduate stu- 
* dent, it must be borrowed for him/her by the<- faculty member 
concerned. 

Each reference which is. received gratis on interlibrary loan 
is cojJ^ed for permanent record in the library's reprint file, 
and a copy is given to the requester. In cases where there^is 
an extensive charge for such duplication, or whea an individual 
translation is desired, it may be necessary for paynpnt to be 
made by the borrower or his department, [ 

H. Duplication 

The duplication' machine in the Reference and Reading Room is 
available to all readers for copying literature. Faculty and 
graduate students who possess an account number, may secure 
the key to the duplication machine at the Reading Room Desk 
and copy at their will during open hours. When classes are 
not in session the key is available at tl^e Circulation Desk, 

Microf ilm_and/or microfiche may be copied at a set rate. 
Staff servicing the Circulation Desk should be consulted if 
this facility is desired.^ 

Revised July 16 , 19 73 - 



III AGRICUUTURAL AND TECHNICAL COLtEGE LIBRARY 

Alfred University faculty and students may use tRe library at the 
Agricultural and Technical Co'llege at Alfreds 
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AREA RECREATIONAL FACILITIES 
CULTUjRAL PROGRAMS COUNCIL ' . ' * 

The object of the Cultural Programs Council is to provide a series 
of varied events of .general interest ta the entire community. " 
The patterii includes a lecture series, the Iferrick Memorial Li- ' 

l^^^^""^' a. symposium, films, drama, music, and art lectures 
ana exhibi ts . . l . 

Since the -program is primarily, funded by students it attempts to 
a^n^K«M interest as a^ first obf^gtive.. Because student . 

generations ^ary in interest, experimentation and flexibility are 
primary considerations. An e^ffort is maSe to achieve a discrim- 
inating balance between student interest and quality of program. 

The Cultural .Programs Council .relies heavily upon faculty in- 
volvement in promoting the various everfts and recommends that 
-when possible, events be cons idered ^an integral part of course. - 

In the ^all of the year a broctiure is made available giving 'the 
events and dates for the acac|emic year. Periodically, reminSers 
of schaduLed events and announcements of additions are mailed • 
Season tickets ..are free for faculty and immediate family. 

The Un:i^ersity faculty has the privilege of attending the Ag Tech 
Cultural .programs without charge on ^i^esentation of their Univer- 
sity I.D. Cards or Cultural Series Season Tickets.' 

ATHLETIC FACILITIES ' ' ' ; * ' 

The following facilities in the James A. McLane Ph^^sical Education 
Cente^r are available to faculty when not in use for classes and 
scheduled events: natatorium; handball and squash courts, uni-- . ^ 
versal gym--weigi^,ts ; gymnastic equipment— exercising, machines ; 
sauna bath; gymnasium; wrestling room? dance studio. 

Tennis courts are available eacft day during the rfiorning and early 
afternoon hours. - Courts are not scheduled but if crowded you can 
take your turn according to the rules posted at the courts.. Sched- 
uled contests and practice hours for the tennis teams wilL take 
precedence. The Trap Field is open Sunday afternoons for Student 
and faculty participation, charges are nominal, about $3.00^ per 
round. ^ ^ , - 

\ • 

T!(E CAMl^US CENTER 

The Campus Center Tacilities and programs are designed to supple- 
ment, complenent, and co-ordinate the interests of all campus 
groups — faculty, independents commuters', fraternities, sorori- 
ties, and graduates. *' 



Some facilities that would be of particular interest to faculty 
.» are : 



1. Main tnfarmation Desk 

2. Main Dining Room^ 

3. Facultjy Dining Room 

4. Lounge 

5. Art Gallery 

6. Music Room ' X, - 

7 . T. V, Room ^ 

Programs of interest to faculty include: visiting lecturers, 
forums, free movies, coffee hours, book reviews, 

'Services include: poster making, want ads, meeting room reserva- 
tions, catering of coffee hours and dinners within the building. 

* v. 

IV AG-TECH FACILITIES \ ^ 

\ ■ • 

The Physical Education facilities of the Agricultural and Techni- 
cal College at Alfred are available" to the faculty of Alfred 
University according t:o the following schedule: 

Monday through Friday - 12:00 noon to 1:00 p.m. 
Friday - 7:00 p.m. 'to 10:00 p.m. 

This schedule represents the use of the , Swimming P90I and 
Gymnasium; ■ « ^ 

The Alfred Tech Ski Slope is available to Alfred University 
faculty on a daily basis, and by purchase .of a season pass. 

. „ Use of any other facilities at Al'ffed Xech should be arrcinged 
through Mr, William -S pel Iman , Coordinator of Student Activities. 

V COMMgNITY FACILITIES ^ ' ^ 

Community recrea^onal facilities of interest to faculty members 
include the following: ' 0 

1. Foster's Lake Cl'^^ 

(A private lake* club with swimming, hiking, camping,; 
picnicing and boating facilities) Contact Eddy Foster. 

2. Campus movies . ^ . . ^ 

(popular films) For information see "posters and advertisements. 

3. Pool at Alfred Almond Central School "Family Night" ^ 
Tuesday,, and Thursday Nights J^. 

4. Alfred Rod and Gun cruB--iMe4ts 2nd Thursday of the month at 
8:00 a.m.) Contact Jack Harvey 276-5053. 

5. Kanakadea Recreational Area (Swimmin^r-^camping etc) State Park 

Note: Anyone in need of a babysitter may contact the Director of 
cjFinancial Aid. 

81 * ' 
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POLICIES AND PROCEDURES FOR RECRUITMENT AND INITIAL APPOINTMENT , 
I FULL TIME FACULTY 
Preface 

Executi\?e Order 11246 prohibits recipients of Federa-1 contracts 
from discriminating on basis of race, color, religion^ sex, or 
national origin. The Executive Order also calls for affirmative 
action to attt'act more wopen and minority applicants for employ- 
ment consideration. In drafting an affirmative action plan , a 
college should consider these points: 

a. quotas are not required or permitted. 

b» employment goalQ, must be based on availability of qualified 
minorities and women and expe'cted turn-over in work-force. 

c. the affirmative action concept does not require a university , 
to employ, promote, or pay the same salary to an employee who 
is less qualified than other competing applicants. This 
would be reverse discriminatioa. 

Alfred University is legally affected by this Executive Order only 
to a minor extent. However, Alfred University is also ctf fected "by 
growing national pentiment in favor of minority and women's rights. 
Morally, rectification of fema^le inequities is long overdue. 

We must m£ijce vigorous and systematic efforts to locate and en- 
courage candidacy of qualified women and minorities. 



A. The" dean, in consultation with chairmen, determines needs for 
next year. ' These recruitment needs are presented to the aca- 
demic .vice president in a Written memo comprising three parts: 
(a) replacement needs; (b) new positions; (c) any -anticipated 
non-^ea^pointment , tenure, leave, chairman, or retirement de- 
cisions. The memo should* be organized alphabetically by de- 
partment. Where additional faculty or replacements are re- 
quested, written arguments should be presented to defend the 
request. Such arguments might involve anticipated expansion 
in enrollment, need for a specialist, current teaching or stu- 
dent overload, etc-. Where replacement needs are presented, 

the salary, rank, and highest degree o£- the man to be replaced, 
and th« recommended salary, rank, and the highest degree of 
the proposed replacement should be indicated. Where additional 
faculty are requested, the recommended rank, highest degree and 
salary should be indicated. The dean's recruitment memo should 
be in the academic vice president's hands by early October. 

B. During mid-October, the dean and academic v:^ce president will 
confer on , recruitment needs. At that conference, agreement 

'='will be reached on the tptal recruitment needs for each college. 
Salary and rank ranges will be agreed upon. The ' academic vice 
president will seek ^approval from the president in late October. 

„ The academic vice president will then transmit approved items 
to" the dean. Dean and chairman are now free to move, provided 
they s-tay within the budgetary freUnewor;k approved for ^ach col- 
lege . Any^ deviation ^from the budgetary f ramework* must be 
cleared in advance with the president through ^he academic vice 
prjesident. 
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The dean then notifies the chairman of recruitment authoriza- 
tions, andfltho agreed-upon salary ando rank framework and teach- 
ing load for each replacement or new position. The chairman « 
then initiates tho recruitment process by (a) contacting candi- 
dates known to him personally; (b) contacting appropriate 
graduate/school chairmen or placement officers; (c) advertising 
(with deUn's approval) in AAUP "Vacancies" section and else- 
where; {(d) obtaining recommendations from reputable teachers 
agencies jiike American College , Bureau of Chicago, or from re- 
putable cpnsultantfe like College and University Personnel 
Consultants of Washington; D.C.; (e) Deans should hoM an 
orientatilpn session with chairmen, during which recruitment pro- 
cedures ace discussed. Chairmen who -cannot show leadership in 
recruitment>inust be replaced. (f) Please refer to the Affirma- 
tive Action Staff Officer memo of February 6, 1973, Instructions 
for complecting recruiting check sheets. 

Wherever possible, the chairman collects several dossiers for 
every open position. These dossiers he will discuss with his 
departmental colleagues. (a) The chairman then recommends to 
the dean that a given candidate be invited for an interview. 
Normally at least two candidates should be invite^i for each 
opening. (b) The interview process includes the candidate pre- 
senting a seminar, informal discussion of thesis or research, 
or class presentation open to departmental students and oti^ers. 
(c) No candidate is invited for an interview until such an in- 
vitation (and any attendant financial arrangements) are cleared 
with the dean. (d) Normally interviews will be scheduled for 
work, days. The candidate should see the University in opera- 
tion. 

The chairman is normally . the host for all interviews. He 
should see that the Oean, Vice President for Academic Affairs, 
and President receive a dossier at least one day prior to the 
■visit. He assures that, the candidate receives (preferably in 
advance of the interview) a University Faculty-Administration 
Handbook, a catalogue, and other. promotional literature. The 
chairman should emphasize such Handbook sections as those 
treating< Provisions of Faculty Appointment, Fringe Bene'fits, 
Consulting Policy, Patent Policy, etc. The host should empha- 
size the positive points about Alfred. He arranges to meet 
the candidate and return him to the airport (o'r wherever) . He 
arranges a ccunpus tour and interviews with departmei^t members, 
with the Dean, and where necessary with the Vice President f6r 
Academic Affairs and the President. 

Where appropriate, the ho^t,v chairman or Dean will^bring the 
candidate to the academic vice pre3ider>t*s office and remain 
with the candidate. The host should pj:ovide answers to such 
questions as: what subjects the caildidate will^'teach, how the 
candidate will "fit^rwith existing faculty,, any special plans 
for the candidates special 'abilities, etc. It is the host's 
duty to show off the candidate's abilities fqr the position. 
This interview should come late in the candidate ' s visit, after 
he haa had time to accumulate ^ome knowledge of^ATfred and 
possibly some questions. (This applies to the Dean's inter- 
View also.) The academic viqe president will then communicate 
his reactiohs to- the dean. The academic vice president will 
ordinarily not dls^cugLS^saiary with . the- candidates ; this is the 
prerogative of the dean^^n^ consultation with the chairman. 
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A.U. has a policy of paying 100% of interview expenses. Funds 
to cover such expenses are to be drawn from each dean's college 
budget. For details of the A.U.' policy on reimbursement for 
interview expenses, see the appropriate document in this 
flandbook. 

Candidates for instructor and assistant professor rank need not 
be interviewed by the academic vice president, unless the dean 
and/or chairman believes such an interview might be helpful in 
securing the appointment ■ or clarifying a certain problem. .The 
academic vice president may be asked to interview any candidate 
when it is deemed in the best; interest of A.U., i.e., if there 
are questions or doubts or when the host feels the candidate 
needs "selling" on A.U. No one should be appointed to an 
assistant professor rank without a doctorate except in extenu- 
ating circumstances (e.g,, art, music, nursing), and then only 
with the academic vice president's approval. 

Deans are to bring the graduate dean into the interview process 
whenever it is anticipated* that the candidate will be signifi- 
cantly involved in graduate teaching. 

Candidates for associate and full professor must be interviewed 
by the academic vice president. Candidates for full professor 
(if possible) and department chairmen (under all circumstances) 
must also be interviewed by the president. Such interview dates 
must be cleared with the president in advance so as to c^ssure 
his presence on campus at that time. Biographical data must be 
in the president's and/or academic vice president's hands at 
least a day before the interview. 

When negotiations with the candidate reach salary-discyssion 
stage, the dean should stress the University's fringe benefits 

(see appropriate section in this Handbook) , and the University's 
pplicy on moving expenses. In reference to the latter, note: 

(a) the appointment letter will contain a reference to J:iiis 
moving-"bxpenses policy;- (b) funds to cover moving expenses are 
budgeted in the college; ^ (c) new appointees must be cautioned 
that there can be no advances for .moving expenses; (d). "moving 
expenses" refers only to household effects, not to personal 
travel. Reimbursement cannot be ma^e until the dean or trea- 
soirer's office has received the official bill submitted by the 
moving company. 

No offer should" be made to a candidate until favorable i^ritten 
or oral recommendations are obtained from significant figures 
at the individual's current or most recent institution. At 
least one phone query should be madfe by the dean or chairman 
for potential appointees . ^ 

In making an oral offer ar di^ussing terms, the dean or cijiair- 
iPan should emmjMize that the offer or terms are tentative 
pending ifina'IJTapfVroval by the academic ^vice president. If the 
offer or terms ar* within the specified rank and salary frcime- 
work, there will ^Idom be a problem in obtaining such approval. 

When the candidate \has orally accepted the tentative offers or 
has orally stated J-hat the Tierms are satisfactory, these pro- 
cedures will then/be followed; 
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' 1. via two copies of a Faculty Contract Data form, initiated 
by the department chairman, the dean will recommend precise 
terms of appointment to th6 academic vice president. Bio- 
graphical material should be attached to the qont^iract Data 
forms. Also attached should be at least three letters of 
recommendation and documentation of degrees . 

2. Affirmative Action documents must accompany ^Jihe Contract 
Forms (Recruitment check Sheet) . 

3 . The academic vice president reserves the right to make addi- 
tional phone queries . Occasionally the. academic vice presi- 
dent can be expected to veto recommended appointments. . 

4. If the recommended appointment is approved, the academic 
vice president will return one signed copy of the Contract 
Data Sheet to the dean . 

5. Two copies of the standard appointment letter will then be 
prepared by th.e dean and sent to the appointee, such letter 
to begin: "With thp approval of the President," y 

6. A copy of the A.U. medical record Xorm should be included 
with the contract, ^ 

O, yhe appointment letter will make clear reference to the Summary 
of Fringe Benefits; A. U. Provisions of Faculty Appointment; 
Provisions of Appointment for Department Chairmen, when appro- 
priate; Consulting Policy; Patent policy; or the Faculty-Admin- 
istration Handbook previously given to the , candidate . In 
addition the letter will state: ' 

1. The nine-month academic year responsibility, beginning with 
the Monday of University Conference Week through the Monday* 
following Commencement. 

2. Any special • arrangements or contingencies. - , 

3. The annual salary. .. ^ . 

r 

4. The immediate superior, department, and rank. 

P. The appointee*^ wi 11 sign both copies of the appointment left ter. 
He will retain the original and transmit the other to the deaj>. 
The dean's office will record the "da te\ received on his chrono- 
logical file copy and forward. ^the? signed copy to the academic 
vice- president's office. The academic vice, president will pre- 
pare a payroll roster, for the controller before-the end of the 
first week in August. ' ^' 

Q. An appointment is ntJt consummated until a signed copy ofothe.- 
appointment, letter is deposited ia the academic vice president's 



office . 



R. The appointment * letter wl-^IF clearly state the time limit within'^ 
which the appointee must sign and return the letter. ^ould 
this time limit expirey the off6r is voided. Normally, the time 
limit will be not more than two weeks from the date of the 
letter, which will be sent air mail. 
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S. Once the candidate has returned his signed appointment letter, 
the dean should take the following action (see the Standard 
Follow-up letter) : 

1, The dean should send the new appointee two copies of the 
Faculty/Administration Biographical Data Form. Both copies 

> should be returned to the dean, who should retain one copy 
and send the other to the academic vice president's office. 

2. At the time ^the dean sends ^the new appointee th^ Biographical 
D^ta form, he should also request a glossy photograph. The" 
deadline for return of both items is two weeks. 

3. 5 The photograph' and a phatocopy of the Biographical Data form 
should be sent by trhe dean to the director of the news bu- 
reau together with any written comments the dean wishes to 
make on the appointment. . . ^ 

4. Press announcements for appointments up to and including 
chairman are to be made by the vice president for Academic 
Affairs. Press announcements for positions higher than 
chairman are to be made by the president. 

5. The dQan is to send the new appointee a " Housing Needs " Ci^rd, 
indicating expected time of arrival, marital status, number 
and^ages of children, etc. The Appointee is to return this 
card to the' faculty housing vof fic^ , which will notify the 
aca'ciemic vice president's offfice of the indicated arrival 
date, ' r"^'^"^^ 

6. At the time the new appointee consults with the controller 
(or director of business affairs) on' fringe benefits, he 
should fill, out two copies 'of an " Tsj^fKVa. 1 " card on which he 
can record his new Alfred home and of fice addresses and 
phone numbers, These cards should be sent to the appropriate 
dean's office and to the academic vice-president's office. 
Such cards should be sent to the • indicated offices within 

two weeks but not later than the first day of classes.^ ^ 

T, Once the deem has handl-ed the matters described- in ^. above, 
the chairmaYi ^should handle all farther correspondence with the 
new appointee . ^ 

Nt)TE : Where appropriate, the above procedures^ for the recruitment 
* . and initial appoin^unent of'^aculty^ will also apply to the re- 

cruitinent and initial appoj/ntment of administrative personnel. 
The chief differences in^hc appointment of the two categories 
of personnel are that faculty are appointed for a nine-month 
period (approximately Septeraber 1 -p June 6) and are 'eligible 
for tenure, while admini^stration are .appointed for a twelve- 
month period (July .Jl f — Junq 30) euid are not eligible for 
tenure. See the sl^ecial reirtarks' on administrativfe appoint- 

;^ ments (p. 89 of this Heuidbook.) 
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DOCWMEMTS RELATED TO RECRUITMENT AKD INITIAL APPOINTME^NT OF TULL- 
Tim FACULTY ■ 

A. VcAicy On Payment of Interview^Kxpenses 

' Interviews should be arranged by thje departmental chairman with 
the aV>g>roval of the academic dean. No candidate should be in- 
vited for e^n interview until Cleared- with the dean. 

The Universi ty wi 11 cover the cos% of recruitment interviews 
subject to the follow^-ng conditio!! 

l' Travel by public carrier or P^^M^e automobide 

Expenses incurred for travel wi'bfii^n the geographical area 
including Maine ia the Northeast, North Carolina in the 
South ajid St/ Louis *and Chicago in the West will be ^ 
covered "by the Universi tyvi'thout special authorization. 

0^ b. Reimbursement for travel beyond these geographical limits 
^ requires speci^al approval from t^e academic dean. \ ' 

c. To discourage "shoppers" from areaf outside the abpve de- 
. fined geographical ^limits , it may be helpful, to suggest 

' to the candidate that the Uni versi ty wi 11 agree to Cover 

50% of his expenses outipight, and the remain(ffer if the 
.^interview results in an appointment. Should this arrange- 
ment appear to jeopardize the. chance of securing the ser- 
vices of a highly qualified persons the ma\ter should be 
discussed with the academic dean before the prbposition 
i^ presented to ,the candidate ;Ln question. « 

d. . When a University vehicle is not available , faculty mem- 

bers who use thei^ automobiles to provide transportation 
for candidates will be reimbu^rsed at the rate of ten 
cents per mi le . . « ■ 

e. Can(^dates who travel by anto will be reimbursed at the 
.rate. of ten cents per -mi le . 

f. If the cost of auto travel exce.eds th'at of plane or other 
appropriate public carrier, the candidate will be reim- 
bursed on the basis of the latter. 



ccindidates will be asked to travel 
by afr coach or equivalent. However,,, deans may deviate 



As a .general crinciple, can 
by a^r coach or equivalent. 

from this principle when it seems necessary. 



h. Sometimes it is appropriate to advise candidates to rent 
a car and drive down from the Rochester or ELmira^ §irport. 



Room 



When the Reynolds Street apartment i& unavailable , the Uni- 
versity will pay for ovei+night accommodatiQnis at the 
Squirrel's Nest Motel or simil^ quarters. 



3. Meals ■ / 



Int t ^ =°st of meals for the candidate, 

^tr-T1.y."'^t J^'' faculty participating in the interview. 

Where the total expense for meals is expected to exceed 
■',l°-°°'J''"'^'3^"'^''^^.si^0'^i-d be cleared with the academic 
dean Where appropriate, meals may be charged at the Cam- 
pus Center by the chairman or his representative. 



4. Housing 



With the faculty housing officer's aid chairmen should 
Identify available housing (University-owned or other- 
wise) and be sure that the candidate inspects same during 
his visit. ^ 

b. Because of the special Al.fred environment, deans should 
- encourage candidates tq^bring -their spouse for -the inter- 
V view (unless spouses are already familiar with the Alfred 
area). '^his principle should especially apply to stra- 
tegic appointments -or th®se at the u^per twb rdnks 
Where spoulses Accompany the candidate for the interview, 
" (a) the University will underwrite fehe spouse ' s \xpen^e^ 
on the same basis as the candidate's; (b) the dean's or-' 
' chairman's spouse should make plans for the enterkairiment 
and orientation of the candidate's spouse. : --''T 

Any signifi^cant d.^viation from these g^aidelines must ha^\ the 
approval of the vice pre&ident ..f or academic affairs / \ 

■ ■ ,, ■ ' ' ■ '///• \ ■ 

Recommended by De^hns Council, October-November 196 7 ' ' 

Approved by President, January, 196 8 

Revised by Provost, August,, 1973 ' « k ' 



Ill PERSpNNEL 0TH):R THAN F:ULL-TIME FACULTY 

^- Part-Time Faculty (less than twelve teaching hours) 

1. Each chairman should build a reservoir of potential part- 
t time appointeffes who can be drawn on swiftly in emergencies. 

. 2. A part-time appointee is to have the title of Lecturer in 

^ otfher title is permissible except after 

clearance with th^ president. 

3. The maximum hourly rate for lecturers should be restricted 
to Ph.D. s with some expedience. Where the appointee lacks 
the Ph.D. and/or teaching expq^rience,, the rate shoui^ be 
the minimum. All new lecturers vill be appointed at the 
same rates used in Summer School based on his credentials. 

M. Th ' 



le appointment letter is to be written by the appropriate 
lan, after clearance of the appointee's qualifications and 
pay rate by the vice- president for academic affairs.' The 
appointmen-t letter is to follow the format of the sample 
letter. As this Sam^JTe. letter ^indicates , noVlecturer is* to 
be appointed for more than one year at a time; the appoint- 
ment is contingent on enrollment. 
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5. Two copies of the* appointment letter should be sent to the 
appointee. One signed ''copy should be returned. The signed 
copy of t^e appointment letter, together with the biograph- 
. ical data, are to b- sent tg the vice president for academic 
affair's off,ice. 

University Administration (Non-Academic Areas) ^ 

1. The,, appropriate vice-president will send recommendations 
f or^replacements or new positions, with supporting data, 
to the president in e^rly fall. 

2. If the president authorizes the position, the vice, presi- 
dent and the president will jointly decide whether it is of 
sufficient importance to warrant presidential interview 

3. If the position is aumorized, the vice president is free 
to wbrk within the stipulated salary framework. Deviation 

this framework requires presidential clearance. 

4. Interviewees will be given the University Facul ty-Adminis- 
i£raZion Handbook, which contains many policies applicable 

• to /adminis tration . <-> 

5. Appointment letters €6r University Administration, outsi^de 
of vacademic affairs, will be cleared with the president via 
the Adminis tr a tive Con.tract Data Sheet. When the appro- 
priate vi\ce president ■ receivQss back an approved copy of the 
Data SheeVr--iiie may then issue an appointment letter. 



6y Follow-up proc>^dures are the same' as with faculty. 

7. Appointees must file h record of a satisfactory phy-sic^l^ 
examination with the University Physician not later than 
one month before assuming office, o 

. Ceramics Adgiinis tra ti on ( e . g . , Director of Business Affair^ 

1. The recruitment and appointment of such administration will 
be handled in the same manner as faculty. 

2. At. the beginning of the recruitment process, the Ceramics 
dean and the academic vice president will consult with the 
president to"* determine whether the position is of suffi- 
cient importance to warrant presidential interview, or 
interview by some other member of administration. 

3. Appointment letters for Ceramics administration will be 
cleared with the academic vice president via the Faccrlty 
Contract t)ata Sheet. When the Ceramics dean receives back 
an approved copy of the Contract Data Sheet, he may then 
issue an appointment letter. The standard appointment 
letter for University administration is appropriate fbr 
Ceramics adipinistrati ve personnel. 

4. Follow-up procedures are the same as wfth faculty. 
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CeraityicB Poat-Doctoral FelloKS and Technical Assistants 

1. No higher clearance is necessary; Ufe appointment letter 
need not state "With the appro^)'al of the President," 

0 

2. However, a carbon gf the appointment letter and biographical 
and other relevant data should be sent to the academic vice 
president's office. Persons in this group are included in 
presidential social invi tations . 

Graduate Fallows, Graduate Assistants, anJ Graduate Teaching 
Ih terns * 

1. Graduate assistants are appointed by the Dean of the 
Graduate School . ^ 

2. No higher clearance is needed for such" appoin^ents, nor 
should any individual biograpl:\ical material be' sent to the 
academic Vice president's of f ice*- in connection with such 
appointments. 



S ecretarial and Clerical Staff 



(For the Ceramics ^College , the Director of Business Affairs* 

2ame should be substituted for th'e Controller's in the state- 
en ts below . ) 

1. Requests from vice presidents for new secretarial positions 
for *the next fiscal year will be made at the time such 
officers submit other personnel reques'ts for the next fis- 
cal year~-i.e., in October. Vice presidents may need 
supplementary requesj^s latei; in the year (July-August) . 

/ u ^ . " ■* 

2. After considering tl^ie total budget picture, the president 
will send to the cqtitroller (through the financial vice 
pj;esident) any authorizations for new secretarial or cleri- 
cal positions as Rart of the total budget authorizations. 
The appropriate vice president will simultaneously be in- 
formed of tlie president ' s decision . 

/ 

3. F'or any given neiv secretarial position, the controller will 
screen and, test/all applicants to determine secretarial 
competence. Thpse whom he judges accepteible will be sent 
to the appropri/'ate supervisor for interview. No applicant 
wi^l be appoinjhed who is not mutually acceptable to the 
aoatroller anc^ the prospective supervisor . 

4^. The controlled will determine all initial matters of salary 
or part-time rate. Prospective supervisors may discuss the 
cjG,'neral salary range for secretaries, and may privately 
recommend a salary to the con ti-oller . However , prospective 
supervisors should avoid committing the intsti^fetitioh to any 
specific salary. Only the controller may nvaKe Such a 
commi tment . 

5. Once the applicant is appointed, the controller has the 
responsibility for briefing the supervisor as to mechanics 
of payment. 
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6, Authorized new secretarial positions will normally 'take* 
Effect on September I Of the next fi-scal year. All clerica^l 
and secretarial employees are hired for a three-month pro- 
bationary period, after which their merit is judged jointly 
by the supervisor and the controller, and a decision is 
made as to permajient employment. 

7. Current Secretarial position^ may be filled at any time, 
after consultation with the controller. ^ ^ 

8, Supervisors should be c^areful to. stress that the ultimate 
responsibility fo^hiring secretaries lies with the con- 
troller. 

9. The controller: is, to supply the supervisor with the salaries 
'(or part-time? rates) of all secretaries or clerical aides 

■ . under thaliJ^r ti cular supervisor's jurisdiction. The 

superviso J\is to keep this information in the strictest ^ 
con f i de net 

10. In the springtime, afte^r faculty-administration increments 
have been fiiailed, each supervisor is to send to the con- 
troller, on the form provided, ratings and increment re- 
commendations for all the secretaries under that super- 
visor's jurisdiction. 

11. Within the budgetary limitations imposed on him, the con- 
troller will seek to honor such recommendations, unless, his 
own estimate of the secretary is contrary to the recommen- 
dation. In such an instance, the supervisor and the con- 
troller will confer in order to reach a mutually satis-^ 
factory estin\ate of the secretary's worth. Should they 
ultimately disagree, then the final respoi;isibi li ty for 
determining secretarial increments in any given year (sub- 
ject to the president's final review of the total Univer- 
sity budget) lies with' the vice president for business and 
finance. 

12. Once a secretary is assigned to a supervisor, the Secretary 
becomes essentially the employee' ot that supervisor. He 
determines her specific duties, /and she is responsible to 
him for the performance of those, duties. Aacordingly, no 
secretary is to be withdrawn from a supervisor, or sEii>fted 
to another position, unless the supervisor approves after >^ 
pripr consultation. Exceptions to the foregoing ipould be 
justified only b,y budgetary problems, or emergencies, or 
the request of the employed, " 

Approv,ed by the Deans Council .October, 196 7 
Approved by President November, 1967 ■ 

Revised Version . Approved by President — September, 1971 
Effective date ReVised Version — September 6, 1971 
Revised by Prp^?6st — August, 1973. 

Dean^ and Vice Presidents may obtain appropriate forms from the Pro- 
vost ' s ^Office. These include: A. A. Recruitment Check Sheet, Faculty 
■ or Administration Contract Data Sheet, A.U. Biog^raphicaL Data Form, 
and copies of any of the standard contract and follow-up Letters. 
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NEW YORK STATE COLLEGE OF CERAMICS 
at ALFRED UNIVERSITY 

I 

BY-LAWS OF TllE FACULTY 
Precunble 

The purpose of these By-^Laws is to provide an orgcinization through 
which the Faculty may effectively discharge its responsibilities in 
the conduct of the College's program of instruction and research. 
In the governance of the Faculty, these By-Uaws are supplementary to, 
and consistent with, the By-Laws of the Board of Trustees of Alfred 
University and have been drawn up with due regard to the Policies of 
the Board of Trustees of the State University • of New York. 

0 

Article I - Membership and Function ^ 

The Faculty of ,the College of Ceramics shall consist of the 
Pi|esident and the Academic Vice President of Alfred University, 
the Dean of the Graduate School, the Dean of the College, of-' 
ficers ojf the college administration holding academic rank, the 
professional librarians of the college and all member^ of the 
teaching staff, exclusive of student assistants. Emeritus and 
part-time faculty, post-doct6ral fellt>ws,' and those serving 
" temporary appointments of less than one academic year, are con- 
sidered faculty but without voting privilege. College admin- 
istrators without academic rank may attend faculty meetings as' 
observe.fs. At th(2 Dean's discretion, and after consultation 
with the faculty, other persons may be invited to faculty 
meetings. \ ^ 

Article II - Officers 

Section 1 - The Officers of the Faculty 

1. The Dean of the College shall be the Chairman. 

2. The Chairman of the Faculty Council shall be the Vice 
Chairmem. 

3. The Secretary of the Faculty shall be a member of the Faculty, 
el^(^ted by the Faculty. 

Section 2 - Duties of the Officers 

1, The Chairman shall act as presiding officer of the l^aculty 
meetings and shall call such meetings of the FacultJ^ as are 
necessary for the. conduct of business. He shall aXho call 
meetings of the Faculty when requested by the Facullty Council 
or as otherwise provided for in these By-Laws . / 

2, The Vice Chaiirman shall preside at Faculty meetings in the 
absence of the Chairmem and at such times as requested by the 
Chairman. A i 

3, The Secretary shall take^minutes of the meetings gf the 
Faculty vand present copies of these minutes to all mfembers of 
the Faculty andy,shall maintain a permanent file of the minutes- 
The mihutes shall include a record of the number if Faculty 
present at meetings. ^ 
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Section 3 - Klcction of Officers 

1. The election of the Vice Chairman, shall bo as provided for 
in Article .IV. 

2. The election of the Secretary shall be by a majority vote. 
Article III - Meetings of the Faculty j 

Section 1 - Meetings * 



Section 2 - Special Mec^tings 

Special meetings shall be called by the Chairman at his dis- 
cretion or when requested by the Faculty Council or by petition 
.of 30^'t of the F*aculty. 

Section 3 - AttCndancQj 

Faculty shall have a responsibility to attend all meetings of 
the Faculty and when, for just cause, attendance is not pos- 
sible, shall inform the Chairman that they will not be present 
and state the cause. ^ 

Section 4 - Rules of Order 

The meetings shall be conducted in accord with recognized 
parliamentary rules of ord^r to the best ability of those 
present. 

Section. 5 - Quorum 

1, A quorum of the Faculty at regular and special, meetings shall 
be one-half of the Faculty. 

2. A quorum at meetings at which elections are held qr meetings 
pertaining to amendments to these By-Laws shall b© two-thirds 
of the Faculty. 

Arti^^le IV - The Faculty Council 

Section 1 - Organization 



The Faculty CounciJk shall consist of four representatives 
from the Faculty. The Dean of the College sh^ll be an Ex- 
Officio member. The members shall be elected in April. ^ Two ^ 
members shall be elected each year to serve two years. 'Va^ 
cancies occurring between elections shall be filled by an 
election by the Faculty . 

The Chairman of the Faculty Council shall be elected by the 
Faculty from the four members. of the Council. The Secretary 
of the Council shall be appointed by the Chairman. It shall 
be the duty of the Chairman to prepare- agendas call and con- 
duct meetings, report to the College Faculty, and otherwise 
exercise the will of the Council. „It shall be the duty of 
the Secretary to record the minutes of ^the Council meetings 
and report them each council member at least two days 



Meetincjs of the Faculty shall be held monthly. 
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prior to subsequent: meetings. He shall also keep a' complete 
tile of the years* minutes for the succeeding Secretary such 
^that there shall be a continuous record or history of work 
dene 'by thQ Council over th& years. 

Section 2 - Purpose ' <y 

The purpose of the Faculty Council is to represent Faculty 
interests to the administration ajid'^to serve _as a liaison 
committee betv/een Faculty and Adminis tration 

" ( ■ 

Section 3 - Function , " 

The Council shall: < •* ^ 

a. Serve in an advis.^y Capacity to the Dean^ ^ind the Faculty 
of the College, ^6pecially in (natters Vof governance, assign- 
merit responsibilities^ to faulty ^ommit^^sa^i^ '^preparation 
of facul^ty meeting agend'a ^^%a(»^in the ev*ld;^-?aon of inter- 
nal» p^roblems as Wall asfe, those of our rel/ation to other 
divisions of Alfred University. - *^ ^^.y ^ 

• ^ _ ^ f^' ^ ' , 

b. Report to the Faculty a?Sj;^ular intervals^//' 

c. Represent the Faculty of the College -of Ceiramics in the 
University Council. ' ^. * 

' * - . 

d. Act as a Grievance Committee. The committee shall estab- 
lish procedure for the hearing^ a^nd resolution of grievances 
presented to it by individual faculty members- on matters of 
personal or professio^vdl concern . ^ / / 

Section 4 - Minutes ^ 

The Minutes of the meetings of the Faculty CoxinCii Shall be 
made "avai lab le to any facult>^, member upon, his request. 

Article V - SUNY Faculty Senator and Alternate 

Section 1 Fung^tion ^ ^ ; . ^ 

...The Senato# shall represent the Faculty in, the FacOl-ty -Senatrd 
of State University of New York. The Alternate sha%3;/dfer f orm 
these fui^tions in the absence or incapacity of the' Senator* 

Section,) 2 / n; lection and Term ^ \ '' • ^- ■ 

' ^ ■ 

The Senator and Alternate shall be elected in Afeil^by secret 

ballc/t from two or /more candidates for a term o'ffciat'ee years. 
The^/Senator may succeed^ himself for one three^-ye^^vtie-rra but 
th^t\ is ineligible for re-election for one yeqr ' term of 

thh Senator shall begin on July 1st of <.the year c^f hi? elec- 
tion. The Alternate representative shall serve fe^e same 
terrtis as the Senator for whom he is alternate.- \v 

'5 . X \ , 



1.0 3 



94 



ERIC 



Section- 3 - Vacancies ^ - ' 
^ 

In the event that. a Senator ^is to be away from the campus on 
Leave of absence for a period in excels of one academic year, 
the Pacult]^ will hol4 another ejection to fill his .unexpired 
term in the same manner as' the original el«9tion. The- fore- 
- . I going provisipn would also ^pply to the case of a vacancy of 
y simil-ar duration in the pos.iti'on of Alternate. In "the evartt 

tha^ both the Senator and his Alternate arp simultaneously 
away from the c&mpus on sabbatical or other leave of absence 
for a period in excess of four months during the academic 
ye^r, the Faculty will hold another election to* fill the un- 
expired terms. 

Article VI - Faculty Committees 

Section 1 - Promotion ^.nd Tenure 

1. Membership ~ The Committee shalf consist of two members -^f the 
faculty of the Divis;lon ^of Engineering and Sc^lehce, ^,wo/members 
of the faculty of the Division of Art and Design, one^ inember 
of the faculty of the Libirary of ' the College of Cerai)ptics , th^ - 
Assistant Dean of the College of Ceramics ,•' an^ the J3ean of the . 
. " College of Ceramics. Of the' five npn- administrative faculty 

members, at least three sh^ll be full professors on tenure, and 
all shall he tenured. Divis^^Hieojis and the Director of the 
^ Library are not eligib.le for membersTiip. . The Assistant Dean 

of the College is a npn-voting member of the Committee. The ^ 
Dean of,^ the College is not eligible to chair t'he Committee and 
may vote only in the event of a tie. 

_2. Function - The Committee shall advise the President of Alfred 
University with regard to the recommendations of the Division 
y Heads ana the Director of the Library concerning the promotion 

•and tenure of the faculty. The recommendations of the Commit- 
tee are to be transmitted to the President by the Dean of the 
College over the signatures of the. voting members of the 
Committee. 

3. The Promotion, and Tenure^ Committee is designated as the faculty 
committee whlbh is advisory ta the Dean of the College on mat- 
ters of salalry adjustments, incltiding merit increases or dis- 
cretionary indreases, and other matters affecting faculty re- 
muneration, in\ the light of recommendations received from the 
Division Heads \and the Director of the Library. , 

4. Election and Tetm - Two members o'f the faculties of t^ie Art 
and Design and Engineering and Science /Di^vi-sions , one each 
shall be electee^ each year, and one^-mc^mber oNthe faculty of 
the Library shall be elected on alternate years, by the College 

% faculty, each merdiber to serve a »two year term. 

Section 2 - Lohg Ran^e Planni;;ig 

1. Membership - The Committee shall be composed of the Assistant 
Dean, Division Heads, 'one 'faculty member from each division. / 
, 'who is presently serving on the curriculum and teaching commit- 

tee (to be selected by the Committee on Curriculum and Teach-. 
|.ng) , one student fr^om each division, the Director of 'the College^ 
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of Ceramics Library, and the Director of Supportij^g Services. 
The Dean shall an Ex-Officio member. The Assistant Dean * 
shall be Chairman of the Committee. 

2. Function - The Committee shall be an advisory group to both 
Uic Dean of the College and the Faculty and wilj. consider sub- 
jects relating *to the long r^inge future of the College. These 
will include new academic programs, research, qnrollnient pro- 
jections, personnel requirements, facilities, etc. The Commit- 
t tee will provide- a means for coordinating activiliies with the 
long range'planninq Committee of Alfred University. 



Section 3 



Research 



ni ttee 



^1. Membership,- The Committee shall consist of the qd.rector of 

Research, the Assistat\t Dean, two elected members of the faculty 
and two graduate s tudekts . ^One Faculty member shall be elected 
each year for a two-yeay term. 
•» , , 
2. Function - The Corami ttee\ sha 1 1 be familiar with the research 
program of the -college anVi advise the Director of Research and 
the Faculty on tl7e improvement and implementation pf the re- 
search program of the college. 



Section 4 *■ Library Committee 

1. Members/hip - The Committee sh\all consist of the Director of the 
Collegd of - Cerainics Library, the^Director of Jlerrick^. Memorial 
Library, four elected members bf the Faculty,^ two students, one 
a graduate student, and the As^stant Dean, Ex-Of f icicK. Two 
faculfely members shall be elected by the* Engineering-Sci^enqe 1 
Division and two by the Art and Design Division, each t6 serve 
-year teirm. ' \ \ 



a two- 



2. Function 
. to the' 
holding 

Secti on- 5 



The Commi ttee 'shal 1 serve as an advisory comi'nittee 

Director of the College of Ceramics Library on the ' 
s of the libraty. 

Curriculum and Teaching 



Membership - The Committee shall" consist of three faculty mem- 
bers from the Division of Art and Design, three from the Divi- 
sion of Engineering and Science, one Librarian and one student 
from eaca, division . 



\ 



2. Function A The Committee shall have the responsikfi li ty for^ the 
approval of course outlines aad setting up of credit levels 
for courses. Approval of curricular changes will be made by 
thig fcommiotee after recommendation by the division concerned. 
The new curriculum will then be circulated to the Faculty of 
the tollege\who could override the committee approval at the 
nex^t faculty\ meeting. The Committee shall make recommendations 
to the College and/or division faculty in matters of instruc- 
tional innov^ition and teacFiing practices. 

J 

Election - Each division shall elect one representative each 
year for a thr^e-year term. A student enrolled in each divi- 
sion, will be selected to serve one year. 
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Section 6 



- Publications Committee 




1. Membership - The Committee shall consist of three membCG ot 
the Faculty: 

3. Function - The Committee shall meet ds Required to consider 
any matter involving the publications! of the Cbllege, their 
improvement and frequency. . 1 ' 

j 

3. App-ointmeat - The Committee shall be lappointed by the Dean of 
the College. 

Section 7 - Nominating Committee 

1. Membership -"The Committee shall consist of three members of 
the Faculty ^elected at a March meeting of the Faculty. 

2. Functdon - The Committee shall preparb a slate' of candidates 
as stated here^ obtain the permission; of/ the candidates, an^ 
distribute this slate of candidates tb the Faculty at l^ast 
©he week prior to the date of the April election meeting of 
the faculty. 

The Committee shall "furnish nominations as follows: 

Faculty Council ; Two candidates shall be 
position open on the Council. 

Secretary of the Faculty ; One candidate shall be nomir^ai^ed. 

Faculty Senate ; Two candidates shall be nominated f6r Faculty 
Senator in the year that election is required^and two c^di- 
dates shall be nominated for Alternate Faculty Senator at the 
■ same time 

Promotion and Tenure Committ^ee ; Two candidates from the Axt 
Division and two from the Engineering- Science Division shall 
be nominated to fill th6 one vacancy in each division which 
' will occur 6ach year. 

Research Committee : One candidate shall be nominated for the 
open position on this committee euinuaLly. 

\3. Jt should be understood that the Nominating Committee should 
1 not hesitate to ^^ominate one of its members when it feels that 
' thd^omi nation is appropriate. 

^ Section Election^ in Committees 

Each cofnmittee shall elect a Chairman and a Secretary from its 
member/hip unless these officers are designated by the By-Laws. 

Section 9 - Division Elections 

Each Division shall annually elect one faculty member from the 

Division to serve a two-year term on ^he College Library 
Committee . 
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Segtion 10 - Ad-Interim Comiriitteemen and Officers 

nnna^nf-''^^ °^ Faculty Council may/with the advice and 
consent of the Council, appoint ad-interim officers or com-- « 
mitteemen to carry on any business of the Faculty which may 
arise during the summer vacation period, when elective officers 
or committeemen are not available- 

- Article VII -Elections 

gectibn 1 - Term of O^^fice ' ^ , - 

The term of office for 'all elective officers shall be for one ^ 
year, September 1 to August 31/ unless stated otherwise in the^' 
By-Laws. ' ^ 

Section 2 - Vacancies ^ 

When an of ficer^ or member of a committee w^X -be absent from ^ 
the campus for more than one semester, the positiAri may be s 
tilled by election at any faculty meeting. ^ 

Section 3 - Eligibility 

All.,n9minees for e;Le.ction to faculty offices must be*" members 
of the Faculty . 

Section 4 - Elective Procedures 

1. After the slate of nominees has been presented by the Nomina- 
, tion Committee, nominations for all offices will be accepted 

from the floor. " ^ 

2. Any regularly nominated candidate for office of the Faculty 
shall be declared elected to fill the office when he receives , 
the majority Vote by secret ballot of the fapulty present. 

3. In case of a tie vote, election shall be declared by lot. 

4/. Officers may be nominated and ejected at the same meatinq^'af 
the Faculty. 

Article VIII - Amendment to the By-Laws 

Thes0 ay-Laws may be amended by a two-thirds vote 'of the Faculty at 
any meeting having the two-thicds quorum of Faculty present. Amend- 
ments, should be read at a Faculty Meeting at least one month in'ad- » 
vance of the meeting at whidh they are voted on. 

Adopted by Faculty/ May 24, 1965 ^ 
Amended by Faculty - April 16, 1967 

Amended by Faculty - December, 1970 -'February, 1971 
Approved by President Miles - Aprfl 30, 1971 
(lended by Faculty (Article VI, ^ Section 1) - March 22, 1973' 
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ALFRED UNIVERSITY SCHOOL OF NURSING 
By-Laws of tlfie Faculty 

Preamble * • 



The purpose of these By-Laws is to provide an orgemization through 
whic^ the Faculty may effectively discharge its respons^ibi lities in 
pl'anning and implementing the educational program of the" School of 
Nursing, ' , . 

Article I - Membership and Function ' ^ , 

The Faculty of the School of Nursing shall consist of the President 
of Alfred University (Ex-of ficio) , the Dean of the School of Nursing, 
,and>al4, members of the teaching staff. .Other officers of adminis- 
tration may attend meetings of the faculty of the school without the 
voting privilege. Studept representatives, as elected by their re- 
spective classe^i^ shall aj:tend those meetings or portions of meetings, 
aa deemed advisable, by the faculty with the priv'ilkge of contributing . 
to discussion but without the voting privilejye. The faculty shall 
have jurisdiction over the> educational affairs^ ol its own school in 
accordance with thfe' accepted policies of the school and of the 
JOniverai ty . * " , f 

Artifcla II'- Officers 

Section 1 -> The Officers of the Faculty * 

1, The Dean of the School shalT be the Chairman. , 

2,. The Secretary of the , Faculty shall be a member of the Faculty, 
elected by the Faculty for a period of no longer than two 
years. • 

.3. The Parliamentarian shall be a. member of the, Faculty, appointed 
by the Chairman. 

Section 2 ^ Duties of the 0*fficers 

* • 1. The j^aiirman shall act as presiding officer of the meetings of 
the/Fc^lty as is necessary for the conduct of business. 

2, Th-e secretary shall take minutes of the meetings of the Faculty 
and present copies of these minutes to all members (at least 

/10*^ays before the next meeting) knd shall maintain a perma- 
*/ nent file of the minutes. The minutes shall include a record ^ 
/ of the members present art meetings! 
/ 3, The Parliamentarian shall be responsible for maintaining the 
/ meetings within the general framework of Parliamentary 

^ procedure. 

Article III - Meetings of the Faculty 

Section X - Meetings 

Meetings of the Faculty shall be h^ld monthly. 

Section 2 - Special Meetings / 

Special meetings shall be aalJ^ed/ by t^he Chcdrman at her dis- 
cretion or when requested By/pe;tition of 30% of the Faculty, 



Section- 3 - Attendance * 

s 

1. Faculty shall have the responsibility of attending all meetings, 
and whenr for "just cause attendance is not possible, shall in- 
form the Oiairman and state the cause, 

2, Student representatives shall be present at .t^hose meetings or 
portions of meetings which the" Faculty deemd advisable. 

Section 4 - Rules of Order - 

The meetings shall be conducted in accord with recognized 
^ parliamentary rules of order to Jihe best ability of thoge 
present • „ • 

Sectj^on 5 - Quorum 

1. A quorum of the faculty at regular and special meetings shall 
be one-half of the Fafculty. 

2. A quorum at meetings pertaining to . aunendments to these By-L^ws 
.sha^l be two-thirds of the Faculty, 

Section 6 - Voting • . ^ 

When a quorum is present, as described in Section 5," a majority 
of the votes cast is sufficient for the adoption of- any motion 
that is in order, except those which, according to Robert's 
\ Rules of Order , require a two- thirds vote. - 

\ ^ , ' .\ 

' Section 7 - Agenl^a " : , 

There shall be -an agenda for each iheeting of the Faculty, ' 
copies being distributed to each Faculty member at least ten 
days before the regularly scheduled meetings. 

tide IV " Committees ^ , " \, 

Section 1 - Standing Committees „ - » 

' ■ t " 

1. * Student Progress Committee ^ 

• This committee shall Concern itself with stemdards of admission 

' emd evaluation of stvjdent progress, includihg consideration of 
special problems. ^ j 

2. Curriculum Committee • ^ , 
* This committee shall dontrern itself with curriculum develop- 
ment, revision, arfd implementation. 

3. Committee on Promotioh and Tenure 

This committee shall function within ■ the framework O^Univer- 
sity policy regardiiig said commi:ttee. 

4. Progi;ainf Cormnittee . ' 

This comi^iit tee shall concern itself with professional, cultural, 
4rfd 90cia> prograi^s for ^faculty and students. 

. Section 2 - Ad-ho'c* Committees ^ 

1. An A^-hoc Cofrtmittee shall be appointed at any time by majority 
vote of the ^acul.ty, to deal with. a specified special project. 

2. All reports of such committee^s s^'all be submitted to the Faculty 
and s^iall be subject to the approval of this tjody. ^ 
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3. An ad-hoc Committee 8)^all b& considered diissolved Vfithout 

special action of U>e' faculty as it presents its finals report 
. ^ ; " on the project cis^igned to it, - '. ^ 

' Section 3 University Councils and Comioittees 

'Ab menijers of the Faculty of 1;he School of Nursing , it . shall 
be the responsibility of each, as, elected or appointed, to 
serve on appropriate University Councils 'and Committees. 

Article V - Amend ment: -to the By-LaWs " ; 

'V' — ■ — - — ' : ^ 

These By-Laws . may be amende^ by a two-thirds votfe of the Faculty at 
•'any meeting having the two-thirds quorum of Faculty present. Amend- 
ments*' should be read at a; Faculty meeting or submitted xn wrxtxng to 
all faculty membeocs at least one month ih advance of the meeting at 
which they are voted on. . *♦ 



Revised 'and Approved May, ^968 
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